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CONTRACT SUMMARY 

DESCRIPTION: Vendor Managed Services (VMS) For Information Technology Staff Augmentation; Statewide 

INITIAL EFFECTIVE DATE   INITIAL EXPIRATION DATE 

INITIAL AVAILABLE 
OPTIONS 

EXPIRATION DATE BEFORE  
CHANGE(S) NOTED BELOW 

February 8, 2016  June 30, 2021  0 ‐ 0 Year  June 30, 2021 

PAYMENT TERMS DELIVERY TIMEFRAME 

  

ALTERNATE PAYMENT OPTIONS EXTENDED PURCHASING 

 P-card     Direct Voucher (DV)          ☐ Other  ☒ Yes       ☐No 
MINIMUM DELIVERY REQUIREMENTS 

 
 
 

DESCRIPTION OF CHANGE NOTICE 

EXERCISE OPTION? LENGTH OF OPTION EXERCISE EXTENSION? 
LENGTH OF 
EXTENSION  

REVISED EXP. DATE 

☐  ☐   

CURRENT VALUE VALUE OF CHANGE NOTICE ESTIMATED AGGREGATE CONTRACT VALUE 

$164,840,000.00 $ 0.00 $164,840,000.00 
DESCRIPTION: Effective 3/11/2016, this contract is amended to add the attached revised Exhibit C,(CAI Michigan Rate 
Card), Version 2, and Exhibit D, (Job Titles and Descriptions), Version 2, which replaces in whole the existing Exhibit C 
and Exhibit D in the Contract. All other terms, conditions, specifications, and pricing remain the same, per Contractor and 
Agency agreement, DTMB Procurement approval.      



Analyst 1 $70.77

Analyst 2 $83.89

Analyst 3 $91.53

Analyst 4 $96.93

Analyst 5 $98.21

Analyst 6 $114.71

Programmer 1 $66.58

Programmer 2 $69.93

Programmer 3 $79.63

Programmer 4 $92.74

Programmer 5 $97.75

Programmer 6 $114.54

Analyst 1 $41.79

Analyst 2 $46.87

Analyst 3 $57.85

Analyst 4 $59.56

Analyst 5 $61.12

Technical Writer 1 $45.71

Technical Writer 2 $48.34

Technical Writer 3 $60.33

Analyst 1 $57.75

Analyst 2 $60.41

Analyst 3 $73.03

Analyst 4 $83.29

Analyst 5 $93.35

Analyst 1 $66.58

Analyst 2 $69.93

Analyst 3 $76.50

Analyst 4 $89.40

Analyst 5 $96.86

Analyst 6 $109.34

$112.30

Geospatial Projects Manager $112.88

Analyst $106.24

Specialist I $75.25

Specialist II $87.85

Technician Trainee $70.77

Technician I $75.25

Technician II $79.65

Technician III $83.89

Graphic Designer 1 $48.25

Graphic Designer 2 $52.55

Mobile Specialist 1 $176.81

Mobile Specialist 2 $212.17

Skill LevelJob Title

Geographic Information Systems

Exhibit C: CAI Michigan Rate Card

Graphic Designer

Mobile Specialist

Software Test Analyst

Technical Writer

Business Analyst

System Analyst

Software Solutions Architect

Programmer Analyst

Programmer

Not to 
Exceed Bill 

Rate

Applications

Job Category
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Skill LevelJob Title

Exhibit C: CAI Michigan Rate Card

Not to 
Exceed Bill 

Rate
Job Category

Web Application Developer 1 $65.84

Web Application Developer 2 $70.20

Webmaster 1 $66.57

Webmaster 2 $71.64

Help Desk 1 $39.04

Help Desk 2 $45.01

Help Desk 3 $50.70

Technical Support 1 $56.02

Technical Support 2 $63.85

Technical Support 3 $71.96

Infrastructure Solutions Architect 1 $80.95

Infrastructure Solutions Architect 2 $85.46

Infrastructure Solutions Architect 3 $98.59

Infrastructure Solutions Architect 4 $122.08

Infrastructure Solutions Architect 5 $129.61

System Administrator 1 $62.41

System Administrator 2 $72.49

System Administrator 3 $80.93

Database Architect 1 $80.48

Database Architect 2 $83.40

Database Architect 3 $89.49

Database Architect 4 $105.80

Data Warehouse Architect 1 $84.74

Data Warehouse Architect 2 $104.41

Data Warehouse Architect 3 $107.30

Database Administrator 1 $65.76

Database Administrator 2 $81.76

Database Administrator 3 $91.69

Database Administrator 4 $95.86

Database Administrator 5 $104.12

$139.15

$72.64

$106.45

$116.64

$148.52

$129.70

I.T. Auditor 1 $53.43

I.T. Auditor 2 $58.45

I.T. Auditor 3 $76.06

I.T. Auditor 4 $85.00

I.T. Auditor 5 $89.81

$68.92

IT Sourcing Consultant 1 $106.34

IT Sourcing Consultant 2 $120.17

Web Application Developer

Infrastructure Solutions Architect

Business Continuity Planner

Business Process Reengineering

IT Trainer

Enterprise Architect

IT Strategist

Governance
IT Governance Analyst

IT Procurement Analyst

IT Management Services
IT Auditor

IT Sourcing Consultant

Database Architect

Data Warehouse Architect

Database Administrator

Customer/Technical  
Support

Help Desk

Technical Support

Data Management

System  Administrator

Webmaster

Applications

Version 2



Skill LevelJob Title

Exhibit C: CAI Michigan Rate Card

Not to 
Exceed Bill 

Rate
Job Category

IT Security Analyst  1 $64.94

IT Security Analyst  2 $76.78

IT Security Analyst  3 $80.06

IT Security Architect 1 $79.11

IT Security Architect 2 $83.04

$133.69

Project Manager 1 $118.21

Project Manager 2 $122.89

Project Manager 3 $127.57

$50.10

Network Administrator 1 $57.13

Network Administrator 2 $62.36

Network Administrator 3 $67.16

Network Architect 1 $68.11

Network Architect 2 $76.21

Network Architect 3 $94.39

Network Engineer 1 $62.29

Network Engineer 2 $68.11

Network Engineer 3 $81.02

Network Engineer 4 $92.71

$87.52

$115.67

IT Security

IT Security Analyst

IT Security Architect

Security Auditor

Telecommunications  and 
Computer Networking

Network  Administrator

Network Architect

Network Engineer

Project Management
Project Manager

Project Coordinator

Public Safety Consultant

Radio Engineer

Version 2
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APPLICATIONS 

1. Programmer Analyst 

• Plans, develops, tests, and documents computer programs, applying knowledge of programming techniques and computer systems. 
Evaluates user request for new or modified program, such as for financial or human resource management systems, clinical research trial 
results, statistical study of traffic patterns, or analyzing and developing specifications for bridge design, to determine feasibility, cost and 
time required, compatibility with current system, and computer capabilities. Consults with user to identify current operating procedures and 
clarify program objectives. Formulates plan outlining steps required to develop program, using methodologies such as structured analysis 
and design or object-oriented development.  

• Work involves assisting in analyzing systems outlines to develop programs for computer applications, writing solution programs, 
documenting the methods and procedures used in program development, and testing and correcting programs. Works under moderate 
supervision with limited latitude for the use of initiative and independent judgment. Develops block diagrams and machine logic flowcharts 
to represent operations and data flow for applications.  

• Captures requirements using industry standard development frameworks and tools. Designs reports, forms and letters along with 
computer terminal screen displays to accomplish goals of user request. Reviews screens, reports, forms and letters designs with users. 
Converts project specifications, using industry standard tools, such as object-oriented tools and code generation, into sequence of 
detailed instructions and logical steps for coding into language processable by computer, applying knowledge of computer programming 
techniques and computer languages.  

• Enters program codes into computer system. Enters commands into computer to run and test program. Reads computer printouts or 
observes display screen to detect syntax or logic errors during program test, or uses diagnostic software to detect errors. Replaces, 
deletes, or modifies codes to correct errors. Analyzes, reviews and alters program to increase operating efficiency or adapt to new 
requirements. Writes documentation to describe program development, logic, coding, and corrections. Writes manual for users to describe 
installation and operating procedures. Assists users to solve operating problems. Recreates steps taken by user to locate source of 
problem and rewrites program to correct errors. May use computer-aided software tools in each stage of system development. May train 
users to use program. May oversee installation of hardware and software. May provide technical assistance to program users. May install 
and test program at user site. May monitor performance of program after implementation. May specialize in developing programs for 
business or technical applications. 

Programmer 
Analyst 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment 
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Programmer 
Analyst 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 

Programmer 
Analyst 3 

 

Years of 
Experience 

8-11 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, may 
lead and direct the work of others, a wide degree of creativity and latitude is expected. 

 

Programmer 
Analyst 4 

 

Years of 
Experience 

12-15 years of experience in the field or in a related area.   

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, may 
lead and direct the work of others, a wide degree of creativity and latitude is expected. 

 

Programmer 
Analyst 5 

 

Years of 
Experience 

Advanced experience in the IT industry and as a programmer analyst. 

Job Description Includes descriptions detailed earlier as well as programmer analyst experience in specialized IT technologies which may not 
be widely used or are new to the industry. 

 

Programmer 
Analyst 6 

 

Years of 
Experience 

Advanced experience in the IT industry and as a programmer analyst 

Job Description Includes descriptions detailed earlier as well as programmer analyst experience in specialized IT technologies which may not 
be widely used or are new to the industry, including the ability to mentor other staff in the use of the specialty technologies and 
make recommendations on the use of the specialty technologies and integration within the organization’s architecture. 
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2. Programmer 

• Converts data from project specifications and statements of problems and procedures to create or modify computer programs. Prepares, 
or receives detailed specifications to describe sequence of steps that program must follow and input, output, and logical operations 
involved. Analyzes specifications, applying knowledge of computer capabilities, subject matter, and symbolic logic. Confers with 
supervisor and representatives of departments concerned with program to resolve questions of program intent, data input, output 
requirements, and inclusion of internal checks and controls. Converts detailed specifications to language processable by computer. Enters 
program codes into computer system. Inputs test data into computer. Observes computer monitor screen to interpret program operating 
codes. Corrects program errors, using methods such as modifying program or altering sequence of program steps. May prepare computer 
block diagrams and machine logic flowcharts for detailed coding of problems, and provides for the documentation of programming work.  

• Writes instructions to guide operating personnel during production runs. Analyzes, reviews, and rewrites programs to increase operating 
efficiency or to adapt program to new requirements. Compiles and writes documentation of program development and subsequent 
revisions. May assist computer operator to resolve problems in running computer program. May work with System Analyst to obtain and 
analyze project specifications. May direct and coordinate work of others to write, test, and modify computer programs. Work involves 
writing programs to solve problems, documenting the methods and procedures used in program development, and testing and correcting 
programs. Work involves analyzing system outlines to develop programs for computer applications; writing solution programs; May train 
others. Works under general supervision with limited latitude for the use of initiative and independent judgment. Analyzes proposed 
computer applications in terms of equipment requirements and capabilities. Assists in developing solutions to software-related problems. 
May assist in the generation or installation of systems software.  

• Prepares test data. May assist in writing and maintaining functional and technical specifications. Experience in computer programming 
work. Knowledge of the principles, practices, and techniques of computer programming and systems analysis, of computer operations 
procedures and systems, and of computer programming languages. Skill in the use of computer equipment. Ability to design programs 
and systems architecture; to prepare program specifications; to code, test, and debug computer programs; to interpret technical 
information relating to computer programming and other areas of data processing; and to communicate effectively.  

Programmer 1  

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 

Programmer 2  

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 
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Programmer 3  

Years of 
Experience 

8-11 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Programmer 4  

Years of 
Experience 

12-15 years of experience in the field or in a related area.   

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Programmer 5  

Years of 
Experience 

Advanced experience in the IT industry and as a programmer. 

Job Description Includes descriptions detailed earlier as well as programmer analyst experience in specialized IT technologies which may not 
be widely used or are new to the industry. 

 

Programmer 6  

Years of 
Experience 

Advanced experience in the IT industry and as a programmer. 

Job Description Includes descriptions detailed earlier as well as programmer analyst experience in specialized IT technologies which may not 
be widely used or are new to the industry, including the ability to mentor other staff in the use of the specialty technologies and 
make recommendations on the use of the specialty technologies and integration within the organization’s architecture. 

3. Software Test Analyst 

• Develops, publishes, and implements test plans. Writes and maintains test automation. Evaluates, recommends, and implements 
automated test tools and strategies. Develops, maintains, and upgrades automated test scripts and architectures for application products. 
Also writes, implements, and reports status for system test cases for testing. Analyzes test cases and provides regular progress reports. 
Participates in the testing process through test review and analysis, test witnessing and certification of software. 

Analyst 1  

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Evaluates and tests new or modified software programs and software development procedures used to verify that programs 
function according to user requirements and conform to establishment guidelines: Writes, revises, and verifies quality 
standards and test procedures for program design and product evaluation to attain quality of software economically and 
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efficiently.  

Reviews new or modified program, including documentation, diagram, and flow chart, to determine if program will perform 
according to user request and conform to guidelines. Recommends program improvements or corrections to programmers. 
Reviews computer operating log to identify program processing errors. Enters instructions into computer to test program for 
validity of results, accuracy, reliability, and conformance to establishment standards. Observes computer monitor screen 
during program test to detect error codes or interruption of program and corrects errors. Identifies differences between 
establishment standards and user applications and suggests modifications to conform to standards. Sets up tests at request of 
user to locate and correct program operating error following installation of program. Conducts compatibility tests with vendor-
provided programs. Monitors program performance after implementation to prevent reoccurrence of program operating 
problems and ensure efficiency of operation. Writes documentation to describe program evaluation, testing, and correction. 
May evaluate proposed software or software enhancement for feasibility. May develop utility program to test, track, and verify 
defects in software program. May write programs to create new procedures or modify existing procedures. May train software 
program users. 

 
Analyst 2  

Years of 
Experience 

4-7 years of experience in the field. 

Job Description Evaluates and tests new or modified software programs and software development procedures used to verify that programs 
function according to user requirements and conform to establishment guidelines: Writes, revises, and verifies quality 
standards and test procedures for program design and product evaluation to attain quality of software economically and 
efficiently.  

Reviews new or modified program, including documentation, diagram, and flow chart, to determine if program will perform 
according to user request and conform to guidelines. Recommends program improvements or corrections to programmers. 
Reviews computer operating log to identify program processing errors. Enters instructions into computer to test program for 
validity of results, accuracy, reliability, and conformance to establishment standards. Observes computer monitor screen 
during program test to detect error codes or interruption of program and corrects errors. Identifies differences between 
establishment standards and user applications and suggests modifications to conform to standards. Sets up tests at request of 
user to locate and correct program operating error following installation of program. Conducts compatibility tests with vendor-
provided programs. Monitors program performance after implementation to prevent reoccurrence of program operating 
problems and ensure efficiency of operation. Writes documentation to describe program evaluation, testing, and correction. 
May evaluate proposed software or software enhancement for feasibility. May develop utility program to test, track, and verify 
defects in software program. May write programs to create new procedures or modify existing procedures. May train software 
program users. 

 
Analyst 3  

Years of 
Experience 

7-10 years of experience in the field. 

Job Description Evaluates and tests new or modified software programs and software development procedures used to verify that programs 
function according to user requirements and conform to establishment guidelines: Writes, revises, and verifies quality 
standards and test procedures for program design and product evaluation to attain quality of software economically and 
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efficiently.  

Reviews new or modified program, including documentation, diagram, and flow chart, to determine if program will perform 
according to user request and conform to guidelines. Recommends program improvements or corrections to programmers. 
Reviews computer operating log to identify program processing errors. Enters instructions into computer to test program for 
validity of results, accuracy, reliability, and conformance to establishment standards. Observes computer monitor screen 
during program test to detect error codes or interruption of program and corrects errors. Identifies differences between 
establishment standards and user applications and suggests modifications to conform to standards. Sets up tests at request of 
user to locate and correct program operating error following installation of program. Conducts compatibility tests with vendor-
provided programs. Monitors program performance after implementation to prevent reoccurrence of program operating 
problems and ensure efficiency of operation. Writes documentation to describe program evaluation, testing, and correction. 
May evaluate proposed software or software enhancement for feasibility. May develop utility program to test, track, and verify 
defects in software program. May write programs to create new procedures or modify existing procedures. May train software 
program users. 

 
Analyst 4  

Years of 
Experience 

11-14 years of experience in the field. 

Job Description Evaluates and tests new or modified software programs and software development procedures used to verify that programs 
function according to user requirements and conform to establishment guidelines: Writes, revises, and verifies quality 
standards and test procedures for program design and product evaluation to attain quality of software economically and 
efficiently.  

Reviews new or modified program, including documentation, diagram, and flow chart, to determine if program will perform 
according to user request and conform to guidelines. Recommends program improvements or corrections to programmers. 
Reviews computer operating log to identify program processing errors. Enters instructions into computer to test program for 
validity of results, accuracy, reliability, and conformance to establishment standards. Observes computer monitor screen 
during program test to detect error codes or interruption of program and corrects errors. Identifies differences between 
establishment standards and user applications and suggests modifications to conform to standards. Sets up tests at request of 
user to locate and correct program operating error following installation of program. Conducts compatibility tests with vendor-
provided programs. Monitors program performance after implementation to prevent reoccurrence of program operating 
problems and ensure efficiency of operation. Writes documentation to describe program evaluation, testing, and correction. 
May evaluate proposed software or software enhancement for feasibility. May develop utility program to test, track, and verify 
defects in software program. May write programs to create new procedures or modify existing procedures. May train software 
program users. 

 
Analyst 5  

Years of 
Experience 

15 or more years of experience in the field. 

Job Description Evaluates and tests new or modified software programs and software development procedures used to verify that programs 
function according to user requirements and conform to establishment guidelines: Writes, revises, and verifies quality 
standards and test procedures for program design and product evaluation to attain quality of software economically and 
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efficiently.  

Reviews new or modified program, including documentation, diagram, and flow chart, to determine if program will perform 
according to user request and conform to guidelines. Recommends program improvements or corrections to programmers. 
Reviews computer operating log to identify program processing errors. Enters instructions into computer to test program for 
validity of results, accuracy, reliability, and conformance to establishment standards. Observes computer monitor screen 
during program test to detect error codes or interruption of program and corrects errors. Identifies differences between 
establishment standards and user applications and suggests modifications to conform to standards. Sets up tests at request of 
user to locate and correct program operating error following installation of program. Conducts compatibility tests with vendor-
provided programs. Monitors program performance after implementation to prevent reoccurrence of program operating 
problems and ensure efficiency of operation. Writes documentation to describe program evaluation, testing, and correction. 
May evaluate proposed software or software enhancement for feasibility. May develop utility program to test, track, and verify 
defects in software program. May write programs to create new procedures or modify existing procedures. May train software 
program users. 

4. Technical Writer 

• Develops and maintains user and technical documentation and project process documentation for Application Teams. Understands the 
user’s view of applications and /or technology and is able to put procedures in a logical sequence. Provides expertise on technical 
concepts of applications and /or user groups and structuring procedures in a logical sequence, due to a broad understanding of the 
applications. Writes a variety of technical articles, reports, brochures, and/or manuals for documentation for a wide range of uses. May be 
responsible for coordinating the display of graphics and the production of the document.  

• Develop, enhance, and maintain user documentation for multiple applications including documentation required for the operations 
provider. Develop on-line source documentation as appropriate. Maintain documentation libraries and subscription lists. Identify, create, 
revise, and maintain documentation and templates. Ensure appropriate control access/use of documentation materials. Maintain 
application and user documentation. Ensure messages and terminology is consistent across all written materials. Research and complete 
documentation service requests. Communicate accurate and useful status updates. Manage and report time spent on all work activities. 
Follow quality standards. Ability to work in a team environment. Strong communication skills; both written and spoken.  

• Composes technical documents, manuals, bulletins, brochures, publications, training manuals, and special reports. Organizes and 
coordinates the composition of material and drafting of forms suitable for reproduction. Reviews and edits prepared material and 
illustrations. Develops and refines material for publication in journals and periodicals. Prepares informational material for release to the 
mass media. Works with agency staff in the development of formats, graphics, and the layout of publications. Assists agency staff in 
preparing and refining material for speeches and other public presentations. May research product design, capabilities, and compatibility 
ranges.  

• May oversee the writing, editing, publishing, and distribution of specification documents. May review various resources and prepare 
analyses or summaries. May train others. Experience in technical writing, journalism, or communications work. Knowledge of the 
techniques and methods of planning, organizing, and writing various types of materials; of research methodology; and of departmental 
policies, procedures, and regulations. Skill in the use of office equipment. Ability to conduct research; to compose, review, illustrate, and 
edit technical documents, materials, and reports; to communicate effectively; and to train others. 
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Technical Writer 
1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Technical Writer 
2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Technical Writer 
3 

 

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

5. Business Analyst 

• Reviews, analyzes, and evaluates business systems and user needs. Formulates systems to parallel overall business strategies. 
Experienced with business process reengineering and identifying new applications of technology to business problems to make business 
more effective. Familiar with industry standard (including Legacy, Core, and Emerging technologies), business process mapping, and 
reengineering. Prepares solution options, risk identification, and financial analyses such as cost/benefit, ROI, buy/build, etc. Writes 
detailed description of user needs, program functions, and steps required to develop or modify computer programs.  

• Prepare and document Functional and Technical Specifications for reporting and data warehouse work. Assist with business 
warehouse/intelligence support and enhancements. Develops RFPs. Assist in deployment and management of end-user reporting tools 
and platforms. Work with IT and business project teams to understand reporting and data warehousing requirements and propose 
solutions. Document and provide knowledge transfer to the rest of the Enterprise Reporting Team for all solutions.  

• Reviews, analyzes, and evaluates business systems and user needs. Formulates systems to parallel overall business strategies. Has 
knowledge of commonly-used concepts, practices, and procedures within a particular field. Familiar with relational database concepts, and 
client-server concepts. Relies on limited experience and judgment to plan and accomplish goals. Performs a variety of tasks. Works under 
general supervision; typically reports to a project manager. A certain degree of creativity and latitude is required.  
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Business Analyst 
1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Business Analyst 
2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Business Analyst 
3 

 

Years of 
Experience 

8-11 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Business Analyst 
4 

 

Years of 
Experience 

12-15 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Business Analyst 
5 

 

Years of 
Experience 

16 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 
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6. System Analyst 

• Understands business objectives and problems, identifies alternative solutions, performs studies and cost/benefit analysis of alternatives. 
Analyzes user requirements, procedures, and problems to automate processing or to improve existing computer system: Confers with 
personnel of organizational units involved to analyze current operational procedures, identify problems, and learn specific input and output 
requirements, such as forms of data input, how data is to be summarized, and formats for reports. Writes detailed description of user 
needs, program functions, and steps required to develop or modify computer program. Reviews computer system capabilities, 
specifications, and scheduling limitations to determine if requested program or program change is possible within existing system.  

• Studies existing information processing systems to evaluate effectiveness and develops new systems to improve production or 
specifications as required. Prepares specifications to detail operations to be performed by equipment and computer programs and 
operations to be performed by personnel in system. Conducts studies pertaining to development of new information systems to meet 
current and projected needs. Plans and prepares technical reports, memoranda, and instructional manuals as documentation of program 
development. Upgrades system and corrects errors to maintain system after implementation. May assist computer programmer in 
resolution of work problems related to project specifications, or programming. May direct and coordinate work of others to develop, test, 
install, and modify programs.  

• Provides technical assistance and support for applications and hardware problems and for information sharing with external entities in a 
customer service environment. Provides field coordination and planning for the effective use of management information systems. 
Determines operational, technical, and support requirements for the location, installation, operation, and maintenance of various office 
equipment and systems. Prepares charts, diagrams, tables, and flowcharts. Details input and output record formats for computer 
programs. Assists in formulating logical descriptions of problems and devising optimum solutions. Assists in the design, development, and 
maintenance of various computer applications. May provide support and make recommendations for information technology systems 
processes associated with software technology planning, development, implementation, system security, and interfaces.  

• Graduation from an accredited four-year college or university with major course work in computer science, computer information systems, 
or management information systems is generally preferred. Knowledge of the limitations and capabilities of computer systems and of the 
techniques used in the design of non-automated systems, of information technology equipment, of applicable programming languages, of 
computer hardware and software, of computer operating systems, of writing program code, and of automated mapping. Ability to analyze 
systems and procedures, to write and revise standards and procedures, to communicate effectively, and to train others. 

System Analyst 1  

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
System Analyst 2  

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
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considerable latitude for the use of initiative and independent judgment. 

 
System Analyst 3  

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 
System Analyst 4  

Years of 
Experience 

10 or more years of experience in the field. 

Job Description Advanced experience in the field. 

 
System Analyst 5  

Years of 
Experience 

12 or more years of experience in the field. 

Job Description Proven experience with complex concepts, practices, and procedures within the IT industry. Relies on advanced experience 
and judgment to plan and accomplish goals. 

 
System Analyst 6  

Years of 
Experience 

14 or more years of experience in the field. 

Job Description Proven experience with complex concepts, practices, and procedures within the IT industry. Relies on advanced experience 
and judgment to plan and accomplish goals. Works independently and cooperatively with management and stakeholders. 

7. Software Solutions Architect  
Solutions 
Architect 

 

Years of 
Experience 

5 or more years of experience in the field. 

Job Description Lead and manage the design, implementation and delivery of system and software architecture designs, strategies and quality 
assurance plans.  Design, prototype, develop and implement to achieve business results for the client.   Experienced expert 
able to lead and deliver solutions using object-oriented, service-oriented architecture, and n-tier architectures.  Adopt, develop, 
and execute a robust software development lifecycle, using industry best practices. Follows both the State and industry best 
practices for software engineering. ·   Leads in the development of long term technology strategy and planning for the entire 
organization leveraging existing and acquiring new resources.   Leads and actively participates on project teams, clarifying 
business needs and requirements, performing analysis, design, development, integration, and maintenance of systems across 
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the enterprise.   Willing and able to engage with other internal organizations to maximize delivery capabilities and provide 
value to clients.  Participates and leads the development of delivery approach, and labor and cost estimates.  Manage projects 
or tasks using the State and industry project delivery methodologies and best practices. Relies on experience and judgment to 
plan and accomplish goals, independently performs a variety of complicated tasks, a wide degree of creativity and latitude is 
expected. 

8. Geospatial Projects Manager 
Geospatial 
Projects Manager 

 

Years of 
Experience 

A minimum of three years of professional experience is required in Geographical Information System (GIS), cartography, 
CADD, or a related field. A minimum of three years of professional experience as a project manager for geospatial projects is 
required. 

Job Description Lead and direct cross-functional teams to deliver complex geospatial projects within the constraints of schedule, budget and 
scope. Assess desired outcomes and identify user requirements and needs. Design geospatial solutions, including geo-
database schema, system requirements, system configuration and application functional requirements. Develop and obtain 
approval of project plans according to accepted practices and procedures. Integrate resources and develop additional 
resources to facilitate, manage and execute geospatial projects. Facilitate stakeholder communications, project reporting, and 
project oversight. Manage project closeout and the development of operations and support plans for geospatial data and 
application maintenance. Provide technical oversight and develop standards for geospatial data and applications. 

9. Geographic Information System Analyst 
Geographic 
Information 
System Analyst 

 

Years of 
Experience 

A minimum of two years of professional experience is required in GIS, cartography, CADD, or a related field. 

Job Description Write programs and develop user interfaces, menus, and macro-level commands to meet user needs in addition to performing 
complex spatial analyses and producing reports according to customer specifications. Assist in the development of geographic 
information systems that create, maintain, or leverage geospatial basemap information.  Conduct geographic information 
system (GIS) program activities, utilizing GIS hardware and software to produce maps, spatial databases and thematic data 
(such as wetlands, road centerlines, cadastre, and historic sites). Create, adjust, correct, convert and distribute base maps and 
thematic data. Digitize and maintain spatial databases; document procedures, validate data for accuracy and completeness, 
complete approved metadata forms and produce maps of the resulting information. Evaluate information and data from outside 
sources to determine the quality of the data.  Act as a “consultant” to internal customers during their use, development and 
quality assessment of spatial databases.  
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10. Geographic Information System Specialist 1 
Geographic 
Information 
System Specialist 
1 

 

Years of 
Experience 

Two (2) years of professional experience is required in GIS, cartography, CADD, or a related field. 

Job Description Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to produce maps, spatial 
databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites) in addition to performing simple 
spatial analyses. Assist in the development of geographic information systems that create, maintain, or leverage geospatial 
base-map information. Create, adjust, correct, convert and distribute base maps and thematic data. Digitize and maintain 
spatial databases; document procedures, validate data for accuracy and completeness, complete approved metadata forms 
and produce maps of the resulting information. Evaluate information and data from outside sources to determine the quality of 
the data.  Act as a “consultant” to internal customers during their use, development and quality assessment of spatial 
databases.  

 

11. Geographic Information System Specialist 2 
Geographic 
Information 
System Specialist 
2 

 

Years of 
Experience 

3-4 years of experience in the field or in a related area. 

Job Description Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to produce maps, spatial 
databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites) in addition to performing simple 
spatial analyses. Assist in the development of geographic information systems that create, maintain, or leverage geospatial 
base-map information. Create, adjust, correct, convert and distribute base maps and thematic data. Digitize and maintain 
spatial databases; document procedures, validate data for accuracy and completeness, complete approved metadata forms 
and produce maps of the resulting information. Evaluate information and data from outside sources to determine the quality of 
the data.  Act as a “consultant” to internal customers during their use, development and quality assessment of spatial 
databases.  

12. Geographic Information System Technician Trainee 
Geographic 
Information 
System 
Technician 
Trainee 
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Years of 
Experience 

One year of professional experience related to GIS, cartography, CADD, or a related field, or a minimum of six undergraduate 
credit hours in GIS, cartography or CADD. 

Job Description Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to produce maps, spatial 
databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites). Create, adjust, correct, convert 
and distribute base maps and thematic data. Digitize and maintain spatial databases; document procedures, validate data for 
accuracy and completeness, complete approved metadata forms and produce maps of the resulting information. Evaluate 
information and data from outside sources to determine the quality of the data. 

13. Geographic Information System Technician I 
Geographic 
Information 
System 
Technician I 

 

Years of 
Experience 

A minimum of two (2) years of successful experience at the equivalent of the GIS Trainee level. 

Job Description Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to produce maps, spatial 
databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites). Create, adjust, correct, convert 
and distribute base maps and thematic data. Digitize and maintain spatial databases; document procedures, validate data for 
accuracy and completeness, complete approved metadata and produce maps of the resulting information. Evaluate 
information and data from outside sources to determine the quality of the data.  

14. Geographic Information System Technician II 
Geographic 
Information 
System 
Technician II 

 

Years of 
Experience 

A minimum of three (3) years of professional experience in GIS, cartography, CADD, or a related field. 

Job Description Perform specialized technical work in support of complex GIS applications. Implement geo-databases, establish recovery 
plans, and monitor geo-database performance. Write programs and develop user interfaces, menus, and macro-level 
commands to meet user needs in addition to performing simple spatial analyses and producing reports according to customer 
specifications. Assist in the development of geographic information systems that create, maintain, or leverage geospatial base-
map information. Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to 
produce maps, spatial databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites). Create, 
adjust, correct, convert and distribute base maps and thematic data. Digitize and maintain spatial databases; document 
procedures, validate data for accuracy and completeness, complete approved metadata and produce maps of the resulting 
information. Evaluate information and data from outside sources to determine the quality of the data.  Act as a “consultant” to 
internal customers during their use, development and quality assessment of spatial databases. 



Exhibit D: Job Titles and Descriptions 
 

Version 2  Page 17 of 43 

15. Geographic Information System Technician III 
Geographic 
Information 
System 
Technician III 

 

Years of 
Experience 

A minimum of four (4) years of professional experience in GIS, cartography, CADD, or a related field. 

Job Description Perform specialized technical work in support of complex GIS applications. Implement geo-databases, establish recovery 
plans, and monitor geo-database performance. Write programs and develop user interfaces, menus, and macro-level 
commands to meet user needs in addition to performing simple spatial analyses and producing reports according to customer 
specifications. Assist in the development of geographic information systems that create, maintain, or leverage geospatial base-
map information. Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to 
produce maps, spatial databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites). Create, 
adjust, correct, convert and distribute base maps and thematic data. Digitize and maintain spatial databases; document 
procedures, validate data for accuracy and completeness, complete approved metadata and produce maps of the resulting 
information. Evaluate information and data from outside sources to determine the quality of the data.  Act as a “consultant” to 
internal customers during their use, development and quality assessment of spatial databases. 

16. Graphic Designer 
 

Graphic Designer 
1 

 

Years of 
Experience 

Less than five years industry experience. 

Job Description Ability to assemble and create images for use with electronic and print publishing. Strong understanding of visual identifies and 
application of logos and identity marks. 

 
Graphic Designer 
2 

 

Years of 
Experience 

5-7 years industry experience. 

Job Description Advanced experience in the use of various design software and technologies; advanced understanding of electronic design 
standards and techniques. 

 
 
 
 
 



Exhibit D: Job Titles and Descriptions 
 

Version 2  Page 18 of 43 

17. Mobile Specialist 
• The Mobile Specialist serves in many capacities, including Developer, Engineer, Technical Architect, and Analyst for Mobile Projects.  The 

Mobile Specialist often guides and mentors the technical team in all phases of the SDLC including requirement validation, detail design, 
development, and implementation. 
 

Mobile Specialist 1  

Years of 
Experience 

4 year college degree or equivalent technical study. 

Job Description • Serves as the Designer, Developer and/or Engineer on Mobile Projects. 
• Meets with end users and technical staff of all types to gather business and system requirements 
• Develops and/or engineers user interface, service tier, data tier components, infrastructure or security for Mobile Projects. 
• Develops standards, repeatable processes,  and reusable components  
• Assists in project planning, including developing of timelines, composition of technical teams, and leveling of resources. 
• Mentors technical team leads and team members on Department processes and standards to promote consistency and 

improve productivity.   
• Assists in the development and review of technical deliverables on projects. 

 

Mobile Specialist 2  

Years of 
Experience 

4 year college degree or equivalent technical study. 

Job Description • Serves as the Lead Architect/Designer/Developer /Engineer on Mobile Projects. 
• Meets with end users and technical staff of all types to gather business and system requirements. 
• Proposes comprehensive solutions based on business and technical requirements 
• Architects, designs, develops, and/or engineers user interface, service tier, data tier components, infrastructure or 

security for Mobile Projects. 
• Develops standards, repeatable processes,  and reusable components  
• Leads project planning, including developing of timelines, composition of technical teams, and leveling of resources. 
• Mentors and manages technical team leads and team members on Department processes and standards to promote 

consistency and improve productivity.   
• Leads the development and review of technical deliverables on projects. 
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18. Web Application Developer 
 

Web Application 
Developer 1 

 

Years of 
Experience 

Five years industry experience. 

Job Description Perform specialized programming and technical work for website and Internet development. 

 
Web Application 
Developer 2 

 

Years of 
Experience 

5-7 years industry experience. 

Job Description Perform advanced programming and technical development for website and Internet development 

19. Webmaster 
 

Webmaster 1  

Years of 
Experience 

Five years industry experience. 

Job Description Experience maintaining multiple websites. Responsibilities include publishing, examining traffic patterns and transactions, and 
maintaining usability standards. 

 
Webmaster 2  

Years of 
Experience 

More than five years of industry experience. 

Job Description Advanced experience maintaining multiple websites; examining traffic patterns and transactions; testing for multiple 
platforms; maintaining usability standards and security standards as they relate to the sites; and the ability to coordinate 
among content managers and developers. 

CUSTOMER/TECHNICAL SUPPORT 

20. Help Desk 

• Provide technical assistance to computer system users on a variety of issues. Identifies, researches, and resolves technical problems. 
Responds to telephone calls, email and personnel requests for technical support. Documents, tracks, and monitors the problem to ensure 
a timely resolution. Has knowledge of commonly used concepts, practices, and procedures within a particular field. Answer questions or 
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resolve computer problems for clients in person, via telephone or from remote location. May provide assistance concerning the use of 
computer hardware and software, including printing, installation, word processing, electronic mail, and operating systems.  

• Provide service and preventive maintenance activities on terminals, printers, personal computers, etc. Basic knowledge of 
electrical/mechanical principles and basic electronics. Read and comprehend technical service manuals and publications. Knowledge of 
basic mathematics to read and understand various gauges, meters, and measurement devices. Able to diagnose and repair products by 
replacing worn or broken parts, and making technical adjustments. Makes appropriate use of reference publications and diagnostic aids in 
resolving technical problems. Strong communication skills.  

• Assist in coordination of changes, upgrades and new products, ensuring systems shall operate correctly in current and future environment. 
Provide accurate and complete answers to general use and administrative environment questions in a timely manner. Implement shared 
software, such as operating systems, configuration management tools, application and development tools, testing tools, compilers, and 
code editors. Communicate accurate and useful status updates. Manage and report time spent on all work activities. Ability to work in a 
team environment. 

 

 

Help Desk 1  

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Help Desk 2  

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Help Desk 3  

Years of 
Experience 

8 or more years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 
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21. Technical Support 

• Maintains, analyzes, troubleshoots, and repairs computer systems, hardware, and computer peripherals. Documents, maintains, upgrades 
or replaces hardware and software systems. Supports and maintains user account information including rights, security, and systems 
groups. Performs basic operation, monitoring, installation, trouble shooting, relocations, or maintenance of communications equipment. 
Identifies and resolves basic communications problems. Prepares or assists in the preparation of service record documentation. Shows 
awareness of standards and regulatory requirements related to assigned tasks.  

• Assists in monitoring and providing assistance on the use and interface of systems, subsystems, and software applications. May be 
responsible for accessing data from and transferring data to various local, state, or federal databases. May assist in the review and 
recommendation of the procurement and inventory of information resources hardware or software. May write and update personal 
computer and mainframe application programs. Experience in automated data processing systems. Knowledge of the practices, principles, 
and techniques of computer operations, of information systems, of computer software and hardware, and of information security policies 
and procedures. Skill in the use and support of personal computers, in the use of applicable programs and systems, and in 
troubleshooting information systems. Ability to operate information technology systems, to communicate effectively, and to train others.  

• Provides assistance in the design, development, and maintenance of various system applications. Provides technical assistance and 
support for applications and hardware problems. Installs, maintains, moves, and assists in testing and upgrading new and existing 
hardware/software. Reviews and recommends procurement of information technology equipment. Maintains the necessary security 
controls over software. Makes presentations and briefings for training sessions. Prepares briefings, reports, and evaluations on system 
efficiency and utilization. May be responsible for accessing data from and transferring data to various local, state, or federal databases.  

• Installs, maintains, moves, and assists in testing and upgrading new and existing hardware and software. Reviews and recommends 
procurement of information technology equipment. Maintains the necessary security controls over software. Develops procedure manuals. 
Develops and makes presentations and briefings for training sessions. Prepares briefings, reports, and evaluations on systems efficiency 
and utilization. May supervise the work of others. 

Technical 
Support 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Technical 
Support 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 
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Technical 
Support 3 

 

Years of 
Experience 

8 or more years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

22. Infrastructure Solutions Architect 

• Must be proficient at the techniques that go into the formulation of architectures, including requirements discovery and analysis, 
application of abstraction, formulation of solution context, solution alternatives identification and assessment, technology selection, and 
architectural configuration.  Extensive understanding and experience in technology areas for Mainframe and Distributed platforms, 
networking, databases, High Availability/Disaster Recovery, and IT security.    

• Ability to work closely with client/application architects, senior managers, and project managers to design and assist with the 
implementation of the solutions infrastructure related components. Demonstrated ability to work independently and complete assigned 
project responsibilities under limited supervision. Experience and skills in prevailing industry architecture and engineering methodologies 
such as ITIL.  Knowledge of and experience with a broad range of application servers, web servers, messaging servers, database servers, 
and related technologies. Able to analyze business requirements and define solutions to address complex business needs. Experience in 
web infrastructure design and operations including IP, HTTP, HTTPS, FTP, load balancing, clustering, failover, monitoring, diagnostics, 
performance tuning, etc.  Possess high aptitude for problem-solving and trouble-shooting.   

Infrastructure 
Architect 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Infrastructure 
Architect 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Infrastructure 
Architect 3 
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Years of 
Experience 

8 or more years of experience in the field.  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 
Infrastructure 
Architect 4 

 

Years of 
Experience 

10-12 years of experience. 

Job Description Advanced experience in architecting infrastructure solutions including proven experience with infrastructure integration. 

 
Infrastructure 
Architect 5 

 

Years of 
Experience 

12 or more years of experience in the field. 

Job Description Includes descriptions detailed earlier as well as experience in architecting advanced infrastructure solutions which may not be 
widely used or are new to the industry, including the ability to mentor other staff in the use of the specialty technologies and 
make recommendations on the use of the specialty technologies and integration within the organization’s architecture. 

23. System Administrator 

• The System Administrator (SA) is responsible for effective provisioning, installation/configuration, operation, and maintenance of computer 
hardware and software and related infrastructure. This individual participates in technical research and development to enable continuing 
innovation within the infrastructure. This individual ensures that system hardware, operating systems, software systems, and related 
procedures adhere to State policies, standards, and guidelines.  Responsibilities include systems administration engineering and 
provisioning, operations and support, maintenance and research and development to ensure continual innovation.  Install new / rebuild 
existing servers and configure hardware, peripherals, services, settings, directories, storage, etc. in accordance with standards and 
project/operational requirements.  Perform daily system monitoring, verifying the integrity and availability of all hardware, server resources, 
systems and key processes, reviewing system and application logs, and verifying completion of scheduled jobs such as backups.  Perform 
regular security monitoring to identify any possible intrusions.  Perform daily backup operations, ensuring all required file systems and 
system data are successfully backed up to the appropriate media, recovery tapes or disks are created, and media is recycled and sent off 
site as necessary.  Perform regular file archival and purge as necessary.  Create, change, and delete user accounts per request.   Provide 
Tier III/other support per request from various constituencies.  Investigate and troubleshoot issues.  Diagnose and recover from hardware 
or software failures.  Coordinate and communicate with impacted constituencies.  Apply OS patches and upgrades on a regular basis, and 
upgrade administrative tools and utilities. Configure / add new services as necessary.   Upgrade and configure system software that 
supports GIS infrastructure applications or Asset Management applications per project or operational needs.  Maintain operational, 
configuration, or other procedures.  Perform periodic performance reporting to support capacity planning.   Perform ongoing performance 
tuning, hardware upgrades, and resource optimization as required.  Configure CPU, memory, and disk partitions as required.  Maintain 
data center environmental and monitoring equipment.  Apply OS patches and upgrades on a regular basis, and upgrade administrative 
tools and utilities. Configure / add new services as necessary.   Upgrade and configure system software or Asset Management 
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applications per project or operational needs.  Maintain operational, configuration, or other procedures.  Perform periodic performance 
reporting to support capacity planning. Perform ongoing performance tuning, hardware upgrades, and resource optimization as 
required.  Configure CPU, memory, and disk partitions as required.  

System 
Administrator 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
System 
Administrator 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
System 
Administrator 3 

 

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

DATA MANAGEMENT 

24. Database Architect 

• Designs and builds relational databases. Develops strategies for data acquisitions, archive recovery, and implementation of a database. 
Must be able to design, develop and manipulate database management systems, data warehouses and multidimensional databases. 
Requires a depth and breadth of database knowledge that shall help with formal design of relational databases and provides insight into 
strategic data manipulation. Responsible for making sure an organization's strategic goals are optimized through the use of enterprise 
data standards. This frequently involves creating and maintaining a centralized registry of metadata.  Capable of performing the role of a 
database administrator, if needed. 

Database  
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Architect 1 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Database 
Architect 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Database 
Architect 3 

 

Years of 
Experience 

8-11 years of experience in the field or in a related area.   

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Database 
Architect 4 

 

Years of 
Experience 

12 or more years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

25. Data Warehouse Architect 

• Designs, implements and supports data warehousing. Implements business rules via stored procedures, middleware, or other 
technologies. Defines user interfaces and functional specifications. Responsible for verifying accuracy of data, and the maintenance and 
support of the data warehouse. Knowledge of data warehouse end-to-end implementation processes, from business requirement logical 
modeling, physical database design, ETL, end-user tools, database, SQL, performance tuning. Demonstrated problem resolution skills 
with team of persons, and strong leadership with implementation team Experience in data warehouse design and data modeling (both 
relational and dimensional) and development and maintenance of multi-dimensional data models. Development experience in 
implementation of data warehousing utilizing RDBMS. Understanding of data warehouse Metadata concepts, tools and different data 
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warehouse methodologies. Expertise in SQL and proficiency in database tuning techniques. Responsible for the ongoing architecture and 
design of the data warehouse, data mart, and reporting environments. Develop strategies for flexibility and scalability, and define the 
future technical architecture direction for the business intelligence reporting physical environment.  

• Responsible for proper selection of appropriate hardware, software, tools and system lifecycle techniques for the different components of 
the end-to-end data warehouse architecture including ETL, metadata, data profiling software, database platform, performance monitoring, 
reporting and analytic tools. Defining and documenting the technical architecture of the data warehouse, including the physical 
components and their functionality. Setting or enforcing standards and overall architecture for data warehouse systems. Monitoring the 
data warehousing industry and assisting in establishing the organization's data warehousing strategy and section of strategic warehousing 
tools and techniques. Ensuring compatibility of the different components of the DW architecture and ensuring alignment with broader IT 
strategies and goals. Ability to educate the project teams on the standards and architecture of each component of the data warehouse 
architecture. Very strong written and oral communication skills, including some presentation skills. 

Data Warehouse 
Architect 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Data Warehouse  
Architect 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Data Warehouse  
Architect 3 

 

Years of 
Experience 

8 or more years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

26. Database Administrator 

• Responsible for data analysis and database management. Involved in maintenance, enhancement, designing of data dictionaries, physical 
and logical database models, and performance tuning. Knowledge of the utilities and production tools used for data storage management 
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to support the Application Team. Coordinates physical changes to computer databases; codes, tests, and implements physical database, 
applying knowledge of data base management system. Designs logical and physical databases reviews description of changes to 
database design to understand how changes to be made affect physical data base (how data is stored in terms of physical characteristics, 
such as location, amount of space, and access method).  

• Establishes physical database parameters. Uses structured query language (SQL) to define database objects using database definition 
language (DDL) and control access to database objects using data control language (DCL).  Language descriptions and specifies 
identifiers of database to database management system or directs others in coding database descriptions. Calculates optimum values for 
database parameters, such as amount of computer memory to be used by database, following manuals and using calculator. Specifies 
user access level for each segment of one or more data items, such as insert, replace, retrieve, or delete data. Specifies which users can 
access data bases and what data can be accessed by user. Tests and corrects errors, and refines changes to database.  

• Enters SQL to create production data base. Uses database utility programs and 3rd party utilities to monitor database performance, such 
as distribution of records and amount of available memory. Directs programmers and analysts to make changes to data base 
management system. Reviews and corrects programs. Answers user questions. Confers with coworkers to determine impact of data base 
changes on other systems and staff cost for making changes to data base. Modifies data base programs to increase processing 
performance, referred to as performance tuning. Workers typically specialize in one or more types of data base management systems. 
Providing assistance in the planning, development, maintenance, and monitoring of integrated database systems, and ensuring that the 
conceptual and design phases of new applications are consistent with the structural parameters within the database environment.  

• Evaluates users' requests for new data elements and systems, incorporates them into the existing shared data environment, and provides 
technical assistance. Coordinates the use of data to ensure data integrity and control redundancy, loads databases, and reorganizes as 
needed. Performs data modeling and prototyping. Performs logical and physical data modeling, designs relational database models, and 
creates physical data models from logical data models. Performs security recovery procedures. Determines and implements database 
search strategies and storage requirements. Maintains data dictionary ensuring uniformity of definitions and sets standards for use of data 
dictionary. Monitors database performance and recommends efficiency improvements. Creates test database environment for applications 
section, including the creation of necessary libraries and procedures.  

• Executes the procedures necessary to save, retrieve, and recover databases from hardware and software failures within established 
procedures. Assists with determining, implementing, and enhancing standards on database security and with monitoring agency disaster 
recovery procedures and systems. Assists with the installation of database software and with analyzing, designing, and implementing 
databases. Assists in benchmarking and threshold testing of databases and with establishing and controlling necessary database security. 
Assists in the selection of database management software. Experience in computer systems analysis or computer programming work.  

• Knowledge of the principles, practices, and techniques of computer programming and systems design; of computer operations, systems, 
and procedures; of project control and cost estimating techniques; of computer programming languages; of data processing flowcharting 
techniques; of database structures and theories; and of current database technologies.  

Database 
Administrator 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 
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Database 
Administrator 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Database 
Administrator 3 

 

Years of 
Experience 

8-11 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Database 
Administrator 4 

 

Years of 
Experience 

12 - 14 years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 
Database 
Administrator 5 

 

Years of 
Experience 

15 or more years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

GOVERNANCE 

27.    IT Procurement Analyst 
• Considerable knowledge of principles and practices of IT procurement including automated procurement systems and tools, budget 

monitoring/maintenance, file and records management, statistical report development, and related bookkeeping/governmental 
accounting/fiscal procedures.  
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• Effective oral and written communication skills; strong computer skills including a high level of proficiency with MS Office, databases, 
spreadsheets, and automated financial systems; proven ability to maintain divisional inventory and to establish effective working 
relationships with both internal and external vendors and personnel.  

• Demonstrated ability to analyze data, develop statistical reports, reconcile records, and provide customer service at all levels; significant 
experience in IT procurement including, but not limited to, software and hardware licenses; experience administering state contracts.  

• Degree in information technology, business, a related field, or an equivalent combination of education and/or training/experience; 
demonstrated competencies in customer service, problem solving, organizational and negotiation skills.   

IT Procurement 
Analyst 

 

Years of 
Experience 

A minimum of four years of experience required in the following areas; IT procurement experience, purchasing of 
software/hardware, negotiation. A minimum of two years of experience required in problem solving. A minimum of four years of 
experience in an accounting-related field highly desired. 

Job Description Will be responsible for a wide range of information technology procurements including IT goods and services through a variety 
of purchasing options; follows procurement guidelines, selects appropriate procurement method, processes and maintains 
procurement requests and invoices through automated accounting systems; reconciles vendor inquiries and discrepancies; 
participates in pre-bid conferences as needed.  Will also perform administrative and fiscal tasks, accounts payable and 
receivable, and IT software inventory; will compile financial data and review/analyze for budget formulation; develop and 
maintain numerous fiscal and/or procurement related spreadsheets; and perform related functions as required.   

 

28.    IT Governance Analyst 
• Works within IT Project Governance to provide oversight, direction and guidance/consultation for IT projects from project request 

submission through project close-out and post-implementation review.   As a governance liaison, works with project managers to ensure 
all aspects of project management disciplines and ensures compliance with agency specific and State project management and project 
governance policies, procedures, standards and guidelines have been followed. Reviews and validates project deliverables to ensure 
information accuracy, thoroughness, completeness and compliance.  Ensures all projects have a valid project plan that maintains scope, 
tasks, schedules, estimates, and status, and that information is accurately disseminated to IT management. Directs corrective actions in 
any area where performance falls below objectives.  

• Assists with the development, promulgation, implementation and regular updates of IT Project Management and Systems Development 
standards, policies, and guidelines and any other governance policies and procedures needed for the overall IT governance framework.  
Ensures compliance with all policies and procedures in the execution of technology projects. Monitor the progress of technology projects 
and provide quick and accurate responses to IT Management as to status, issues and risks of those projects. Serve as liaison between IT 
management, project managers and SOM. Monitor and support the management of the division's technology portfolio comprised of 
projects, systems, data and tools. Provide mentoring, coaching, training and on-boarding for project managers in the areas of project 
management tools, standards, policies, and procedures. Train and mentor new members of the IT Project Governance team as needed. 

• Initiate and  conduct  ongoing and regular IT Policy, Process, Procedure, and Standard reviews to ensure technology and governance 
best practices are incorporated  into the agency’s set of procedures and improve business and IT compliance with legislative and 
regulatory policies which impact IT deliverables. Assist in the preparation of reports and materials for regularly scheduled project and 
program portfolio reviews with IT CIO, IT Managers and PM’s.  
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IT Governance 
Analyst  

 

Years of 
Experience 

10 years of experience in the field 

Job Description Ensure projects have adequate project management and oversight structures and processes that will enable the success of 
the project. Verifies and validates project status reports.  Assists with the training and implementation of new agency and/or 
COV project policies, standards, guidelines and procedures introduced. Assists with assessment of project management 
training needs, schedules classes as needed, or provides one on one project consulting. Reviews project documentation 
including project initiation documents such as the project charter, budget, schedule, cost benefit analysis, etc. throughout the 
project lifecycle until the end of the project including the project closeout report. Recommends approval of documents to AITR 
and Director.   Attends project review and steering committee meetings for all projects for which he or she is governance 
liaison. 

 

IT MANAGEMENT SERVICES 

29. Business Continuity Planner 
Business 
Continuity 
Planner 

 

Years of 
Experience 

5 or more years 

Job Description Provides specialized expertise in business continuity planning, project management and problem analysis and resolution.  
Participates in major project assignments to:  assist business partners in resolving business issues related to work area 
(business function), recovery planning and recovery plan development / enhancements.  Capitalizes on business opportunities 
to refine processes to mitigate exposure during disruptions of service, and possibly, improve day-to-day operations. Facilitates 
and coordinates the development of work area (business function) business continuity plans for business units.  
Responsibilities include, but are not limited to, the following:  assist business units with assessment of potential business 
impact, definition of critical, time-sensitive functions, design, development, and documentation of business continuity plans, 
recommend recovery strategies and options, and assist with the implementation of recovery solutions, coordinate business 
continuity plan exercises, develop schedules for training / awareness for business partner associates, coordinate development 
of business unit schedules for annual business continuity documentation maintenance and update, exercises, and 
independent review and validation, report the business continuity status of business units to senior management, provide 
expertise and support to management and business functional areas, as requested, when a disruption occurs. 

 

30. Business Process Reengineering 
Business 
Process 
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Reengineering 

Years of 
Experience 

5 or more years 

Job Description This position applies process improvement and re-engineering methodologies and principles to conduct process modernization 
projects.  Additional duties may include activity and data modeling, developing modern business methods, identifying best 
practices, and creating and assessing performance measurements.  Providing group facilitation, interviewing, training, and 
provides additional forms of knowledge transfer.  Serves as a key coordinator between multiple project teams to ensure 
enterprise wide integration of re-engineering efforts.  

Additional Responsibilities: Design workflow for purchasing software, collect and analyze statistics/metrics for software 
purchases, identify gaps in all associated processes and risks, establish memorandum of understanding (MOU’s) where 
required, maintain SOP's for all processes, and support the client at customer meetings. 

31. Enterprise Architect 
Enterprise 
Architect 

 

Years of 
Experience 

5 or more years 

Job Description This position works across Application Development, Service Delivery and Infrastructure to identify, research, discuss, design, 
and implement key enterprise architecture standards. Other responsibilities include: Research, design, document, build, and 
pilot prioritized topics for standards.  Manage the list of potential standards and work with the application development 
management to prioritize efforts.  Work closely with Development, Infrastructure, and Service Delivery teams to understand 
their needs and ensure the best enterprise standard is implemented. Work closely with development teams to pilot and prove 
out the standard. Drive the identification, development and implementation of key new standards in areas such as:, 
Performance Testing, Security, Event Management, Web UI Framework, .NET Design Standards, Application To Application 
Communication, Caching, etc. Propose new enterprise standards based on business need, IT need and technology advances. 
Assist development teams to implement the standards into business applications. Investigate new technology and techniques 
that should be developed into an agency enterprise architecture standard.  

Lead key enterprise architectural design projects as necessary. Operate as business savvy technical leader across the 
organization. Influence development teams to design high-quality technical solutions that fit the Enterprise Architecture and 
standards.  Educate application development managers, developers, and business analyst on State Enterprise Architecture 
Standards.  

 
 
 

32. IT Strategist 
IT Strategist  

Years of 
Experience 

5 or more years 
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Job Description Supports top management in IT strategy formulation, IT strategic plans execution, strategic process improvements, and communication of IT 
strategies to all stakeholders.  Analyze business performance, industry trends, existing or new regulatory requirements and their impact on 
IT operations; make recommendations on alternative courses of action, including risk assessment, capital investment, and acquisitions 
needed to align IT strategy with agency strategic plan.  Requires advanced knowledge of strategic planning concepts and frameworks, 
business issues and concepts, research methodology, general management and financial analysis.  Additionally, requires good interaction 
skills with senior management, with ability to articulate and defend recommendations made. 
 

33. IT Auditor 
IT Auditor 1  

Years of 
Experience 

0-2 years 

Job Description Audits information systems, platforms, and operating procedures in accordance with established corporate 
standards for efficiency, accuracy and security. Evaluates IT infrastructure in terms of risk to the organization 
and establishes controls to mitigate loss. Determines and recommends improvements in current risk 
management controls and implementation of system changes or upgrades. May require a bachelor's degree. 
Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on 
instructions and pre-established guidelines to perform the functions of the job. Works under immediate 
supervision. Primary job functions do not typically require exercising independent judgment. Typically reports to 
a supervisor or manager. 

 

IT Auditor 2  

Years of 
Experience 

2-4 years 

Job Description Audits information systems, platforms, and operating procedures in accordance with established corporate 
standards for efficiency, accuracy and security. Evaluates IT infrastructure in terms of risk to the organization 
and establishes controls to mitigate loss. Determines and recommends improvements in current risk 
management controls and implementation of system changes or upgrades. May require a bachelor's degree. 
Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on 
instructions and pre-established guidelines to perform the functions of the job. Works under immediate 
supervision. Primary job functions do not typically require exercising independent judgment. Typically reports to 
a supervisor or manager. 

 

IT Auditor 3  

Years of 
Experience 

4-6 years 

Job Description Audits information systems, platforms, and operating procedures in accordance with established corporate 
standards for efficiency, accuracy and security. Evaluates IT infrastructure in terms of risk to the organization 
and establishes controls to mitigate loss. Determines and recommends improvements in current risk 
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management controls and implementation of system changes or upgrades. May require a bachelor's degree. 
Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require 
exercising independent judgment. Typically reports to a supervisor or manager. 

 

IT Auditor 4  

Years of 
Experience 

6-8 years 

Job Description Audits information systems, platforms, and operating procedures in accordance with established corporate 
standards for efficiency, accuracy and security. Evaluates IT infrastructure in terms of risk to the organization 
and establishes controls to mitigate loss. Determines and recommends improvements in current risk 
management controls and implementation of system changes or upgrades. May require a bachelor's degree. 
Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require 
exercising independent judgment. Typically reports to a supervisor or manager. 

 

IT Auditor 5  

Years of 
Experience 

8+ years 

Job Description Audits information systems, platforms, and operating procedures in accordance with established corporate 
standards for efficiency, accuracy and security. Evaluates IT infrastructure in terms of risk to the organization 
and establishes controls to mitigate loss. Determines and recommends improvements in current risk 
management controls and implementation of system changes or upgrades. May require a bachelor's degree. 
Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require 
exercising independent judgment. Typically reports to a supervisor or manager. 

34.   IT Trainer 
IT Trainer  

Years of 
Experience 

0-2 years 

Job Description Develop an agency-wide training plan. Coordinate IT strategic planning process to determine the department's 
training requirements through communications with staff throughout the agency. Identify existing training that 
meets the requirements and provide a gap analysis of courses to develop in house. Develop curriculum and 
training plan. Develop evaluation and monitoring methods to ensure quality training. Develop short video 
training. Produce written documents with clearly organized thoughts using proper English sentence construction, 
punctuation, and grammar. 
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35. IT Sourcing Consultant 
IT Sourcing 
Consultant 1 

 

Years of 
Experience 

5+ years 

Job Description Position requires  the ability to work independently as the team leader in the development and execution of sourcing strategies 
for assigned projects, assisting customers in solving IT business problems.  This role will function to lead the sourcing process, 
through creation of the solicitation documents, evaluation of proposals and in execution of agreed upon negotiations strategy 
with selected suppliers. Leads evaluation and execution of risk mitigation strategies and establishes solid contracts that are in 
the long-term best interest of the customer. Has responsibility for managing customer expectations for project deliverables 
through effective and timely communications. Conducts a post-project lessons learned reviews with the customers to promote 
knowledge transfer and customer satisfaction. 

 

IT Sourcing 
Consultant 2 

 

Years of 
Experience 

10+ years 

Job Description Position requires a proven ability to lead development and execution of complex sourcing strategies for assigned projects and 
consulting with customers to solve IT business problems.   Conducts meaningful market research and works with business 
owners to develop sourcing scope, timelines and deliverables.  This role will function as the leader of cross-functional teams 
through the sourcing process, in the evaluation of proposals, conducting and managing the negotiations process with selected 
suppliers. Has responsibility for proactively managing customer expectations for project deliverables through effective and 
timely communications to various levels of senior management. Identifies and manages contractual risks and establishes firm 
contracts that are in the long-term best interest of the customer. Conduct post-project lessons learned reviews with the 
customers to promote knowledge transfer and customer satisfaction. 

 

IT SECURITY 

36. IT Security Analyst 

• Monitor and advise on information security issues related to the systems and workflow at an agency to ensure the internal IT security 
controls for an agency are appropriate and operating as intended.   Coordinate and execute IT security related projects for the agency.  
Coordinate response to information security incidents. Develop and publish Information Security policies, procedures, standards and 
guidelines based on knowledge of best practices and compliance with State IT Security policies, standards, and guidelines..  

• Conduct campus-wide data classification assessment and security audits and manage remediation plans.  Collaborate with IT 
management, Internal Audit, and SOM to manage security vulnerabilities.  Create, manage and maintain user security awareness.  
Conduct security research and keeps abreast of latest security issues.  
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• Prepares IT security documentation, including department policies and procedures, agency notifications, Web content, and alerts.  

IT Security 
Analyst 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
IT Security 
Analyst 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
IT Security 
Analyst 3 

 

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

37. IT Security Architect 
IT Security 
Architect 1 

 

Years of 
Experience 

3+ years of experience in security architecture 

9+ years of experience in information security 

9+ years of experience working with computer systems 

9+ years of experience working with network software and hardware, data or voice as well as experience with open and 
proprietary software and hardware 

Job Description Establish the target security/infrastructure architecture. Author corresponding requirements, including definition of 
dependencies on infrastructure consolidation efforts.  Define Security/Information Assurance requirements (and 
dependencies).  Specify key architectural aspects of the architecture view, and identify other aspects that need definition.  
Other duties include researching best practices for reuse, applying State IT Security and industry standards, and defining the 
transformation approach that transitions the current architecture to the target architecture. 
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Experience working with current and emerging information security technologies and development methodologies. Bachelor’s 
degree in computer science, management information systems, or related field preferred.  Good analytical and creative 
problem solving skills.   

Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 
IT Security 
Architect 2 

 

Years of 
Experience 

5+ years of experience in security architecture 

11+ years of experience in information security 

11+ years of experience working with computer systems 

11+ years of experience working with network software and hardware, data or voice as well as experience with open and 
proprietary software and hardware 

Job Description Establish the target security/infrastructure architecture. Author corresponding requirements, including definition of 
dependencies on infrastructure consolidation efforts.  Define Security/Information Assurance requirements (and 
dependencies).  Specify key architectural aspects of the architecture view, and identify other aspects that need definition.  
Other duties include researching best practices for reuse, applying State IT Security and industry standards, and defining the 
transformation approach that transitions the current architecture to the target architecture. 

Experience working with current and emerging information security technologies and development methodologies. Bachelor’s 
degree in computer science, management information systems, or related field preferred.  Good analytical and creative 
problem solving skills.   

Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

38. IT Security Auditor 
 

IT Security 
Auditor 

 

Years of 
Experience 

15 or more years with IT security and audit experience 

Job Description Advanced knowledge of security standards and progressive experience performing security audits. 
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PROJECT MANAGEMENT 

39. Project Manager 

• Designs, plans, and coordinates work teams. Follows standard project management industry practices such as the PMI's framework. 
Understands business and technical objectives of a project and works closely with project sponsor. Creates project charter and work plan 
and tracks budget and schedule progress via appropriate metrics. Establishes project organization and methodologies and defines roles 
and responsibilities. Documents risks and develops mitigation plans. Manages scope. Creates and implements a communication plan. 
Builds an effective team, assigns tasks to team members, and evaluates outcomes. Negotiates resources. Communicates to stakeholders 
and project sponsor. Identifies, tracks, and ensures resolution of issues and removal of barriers. Provides technical support to project team 
members. Handles complex application features and technical designs. Designs and implements the components required for complex 
application features. Generally manages a group of applications system analysts. Relies on experience and judgment to plan and 
accomplish goals. Professional certification is highly desirable.  

• May require specific PC, workstation, operating system, application or platform skills. Provides overall direction to the formulation, 
development, implementation, and delivery of a project. Exercises management responsibility over the achievement of performance, 
revenue, and profit objectives of a project and its contracts. Ensures that the project plan maintains tasks, schedules, estimates, and 
status, and disseminates information to team members and customers. Creates a structure and organization for the management of a 
complex environment with emphasis on quality, productivity, and consistency. Directs corrective actions in any area where performance 
falls below objectives. Arranges for the assignment of responsibility to other supporting facilities, business areas, and support functions, 
and monitors their performance. Self-directed and independent. Responsible for the coordination and completion of projects. Oversees all 
aspects of projects. Sets deadlines, assigns responsibilities, and monitors and summarizes progress of project. Prepares reports for upper 
management regarding status of project.  

 

Project Manager 
1 

 

Years of 
Experience 

Minimum 2 years of experience as a Project Manager. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Project Manager 
2 

 

Years of 
Experience 

Minimum 4 years of experience as a Project Manager. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
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considerable latitude for the use of initiative and independent judgment. 

 
Project Manager 
3 

 

Years of 
Experience 

Minimum 5 years of experience as a Project Manager. 

Job Description Advanced experience managing programs of projects, complex projects or multiple projects. Demonstrated and advanced 
understanding of project management methodologies.   Relies on experience and judgment to plan and accomplish goals.  A 
significant degree of creativity and latitude is required.  Works under limited supervision with considerable latitude for the use 
of initiative and independent judgment. 
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40. Project Coordinator 
Project Coordinator  

Years of 
Experience 

Minimum 2 years of experience as a Project Coordinator 

Job Description The Project Coordinator shall provide day-to-day coordination of project tasks.  The project coordinator maintains version 
control and provides administrative support for project management information system.  Prior experience of large project 
administration.  Ability to communicate at all levels of an organization and third parties.  Experience with similar scale roles 
and organizations.  The project coordinator is task focused.  Works under the direction of the project manager and reports to a 
project manager. 

TELECOMMUNICATIONS AND COMPUTER NETWORKING 

41. Network Administrator 

• Install, configure, and support an organization's local area network (LAN), wide area network (WAN), and Internet system or a segment of 
a network system. Maintain network hardware and software. Monitor network to ensure network availability to all system users and 
perform necessary maintenance to support network availability. May supervise other network support and client server specialists and 
plan, coordinate, and implement network security measures. Coordinate the development, implementation, and maintenance of a local 
area network or wide area network. Maintains the network's physical and logical structures, including network connections. Maintains 
network support software, analyzes user support statistics, and recommends appropriate measures. Installs, tests, and maintains network 
hardware and software. Prepares and analyzes statistics on network utilization and availability. Prepares training courses and provides 
user support and training in the use of available hardware, software, and utilities. Performs tuning and capacity planning activities to 
enhance the performance of the network resources.  

• Assist in the development, implementation, maintenance, and monitoring of a local area network or wide area network. Works under close 
supervision with minimal latitude for the use of initiative and independent judgment. Performs procedures for backup, recovery, and 
archival of files stored on the network. Communicates with vendors, users, management, and network programming staff. Serves as 
contact for remote network locations to obtain clarification of problems and to identify solutions or corrective actions. Assists in preparing 
training courses and providing user support and training in the use of available hardware, software, and utilities. Assists in maintaining the 
local area network or wide area network, cable and hub installations, and inventories. Conducts product evaluations of upgraded or new 
hardware and software—identifying strengths, weaknesses, and potential benefits to the agency—and recommends enhancements to 
network facilities.  

• Assists in maintaining the network's physical and logical structures and in installing and testing hardware and software. Assists in 
performance tuning and capacity planning activities to enhance the performance of the network resources and in maintaining network 
support software. Assists in or conducts product evaluations of upgraded or new hardware and software and identifies strengths, 
weaknesses, and potential benefits to the agency. Assists in maintaining the operating system and security software utilized on the 
network, including the addition of new users to the network and establishment of rights and privileges. Experience in local or wide area 
network work. Knowledge of network facilities and data processing techniques; of personal computer hardware and software; of network 
operating system and security software; and of performance monitoring and capacity management tools. 

Network  
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Administrator 1 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Network 
Administrator 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Network 
Administrator 3 

 

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

42. Network Architect 

• Participates in designing and developing the network to ensure that it is secure, reliable, and robust; implements and maintains network 
management servers that assist the agency in managing, monitoring, and securing the network. 

• Develops and implements detection activities to test network vulnerability to intrusion by hostile individuals or groups; participates in 
detecting, investigating, documenting, and reporting actual or potential network security violations, intrusions, or other inappropriate use. 

• Designs backbone infrastructure, network facilities, wide area networks, local area network, wireless and telecommunication networks to 
provide reliable Internet access, remote access to information technology services (ITS), network security, and high performance 
networking. 

• Evaluates security products and tests security systems performance; assists in planning, implementing, and testing disaster recovery 
procedures; participates in making formal risk assessments related to network security. 

• Certification in areas related to network management and security preferred (CNE, MCSE, MSCE+1, CISA, CCNA, CCNP, CCIE, CCSA, 
CCSE, CCSE-PLUS, Cisco Security Specialist). 

• Requires experience in the technical services and support field as well as experience in network administration (DHCP, DNS, routers, 
firewall, etc.) 
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Network Architect 
1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Network Architect 
2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Network Architect 
3 

 

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

43. Network Engineer 

• Responsible for installing networking technologies and supporting networks. Assesses existing network configurations and makes 
recommendations based on product specifications. Configures equipment and software to meet business needs, trains others on the 
solution, and documents the solution for ongoing support. Functions as part of a team on larger projects, or individually provides the 
services on support visits or smaller projects. Provides technical support and assists with the design of network solutions.  

• Requires experience in the technical services and support field as well as experience in network administration (DHCP, DNS, routers, 
firewall, etc.) 

Network 
Engineer 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
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judgment. 

 
Network 
Engineer 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Network 
Engineer 3 

 

Years of 
Experience 

8-11 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 
Network 
Engineer 4 

 

Years of 
Experience 

12 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

44. Public Safety Consultant 
Public Safety 
Communications 
Consultant 

 

Years of 
Experience 

Extensive knowledge of public safety communications and enhanced 9-1-1 systems. Knowledge of current 9-1-1 industry 
trends in technology architecture, microcomputers, networking, and the Internet/Worldwide Web.  

Job Description Performs systems analysis, design, documentation, and implementation of complex public safety communications projects. 
These projects may include needs analyses, staffing studies, consolidation plans, equipment assessments and planning, 
budget preparation and forecasting, performance reporting/analysis and other related supporting the operation of public safety 
answering points and first responders. 

45. Radio Engineer 
Radio Engineer  
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Years of 
Experience 

Considerable experience in voice, data and video systems.  Training in electronics is required.  Advanced technical experience 
in the design of voice, data, video and wireless/radio systems and services.  FCC General Radio Telephone license or 
Amateur Radio License highly desirable.  Certification in public procurement would be desirable.  Advanced knowledge of 
complex communications systems; business management practices and principles.   

Job Description Conducts the review, analysis and design of current and proposed voice, data and video communications, both wire line and 
wireless, also develop engineering plans and networks for state agencies and institutions.  Performs research to develop 
recommendations for enhancements, expansions and/or consolidations of voice, data and video communications, using wire 
line and wireless equipment, facilities and services.  Engineer system/network migration details toward sharing of integrated 
services, while laying the foundation of Open System Interconnections.  Assist in the coordination, engineering and processing 
of FCC licenses.  Educate and keeps abreast of FCC Land Mobile Radio (LMR) rules, policies, legal rulings and ongoing 
spectrum issues--analyzes results and impacts.   
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Commonwealth of Virginia 
Virginia Information Technologies Agency  

IT CONTINGENT LABOR SERVICES 

MANDATORY USE CONTRACT 

Date: October 27, 2015 
 

Contract #: VA-130620-CAI 
 

Authorized User: All public bodies, including VITA, as defined by §2.2-4301 and referenced by 
§2.2-4304 of the Code of Virginia. Authorized Users shall include private 
institutions of higher education  that are listed at http://www.cicv.org/Our-  
Colleges/Profiles.aspx.  In addition, Authorized Users shall also include public 
entities located outside of Virginia which have executed a Participating 
Addendum with the Supplier to utilize this contract. 

 
Contractor: Computer Aid Inc. 

5516 Falmouth Street 
Suite 302 
Richmond, VA 23230 

 
FIN: 23-2180878 

 

Contact Person: Cindy Sullivan 
Office: 804-288-2139 
Fax: 804-288-4358 
Email: Cynthia_Sullivan@compaid.com 

 

Term: June 20, 2013 – June 30, 2018 
 

Pricing: Exhibit F 
 

Payment: Net 30 days 
 

For Additional Information, Please Contact: 

Technical Information: 
Supply Chain Management 
Virginia Information Technologies Agency 

 
Sonia Hicks 
Phone: 804-416-6177 
E-M ail: sonia.hicks@vita.virginia.gov 
Fax: 804-416-6361 

 
NOTES: Individual Commonwealth of Virginia employees are not authorized to purchase equipment or 

services for their personal use from this Contract. 
 

For updates, please visit our Website at http://www.vita.virginia.gov/procurement/contracts.cfm 
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CONTRACT # VA-130620-CAI 
CONTRACT CHANGE LOG 

 

Change Effective 
No. Description of Change Date 

1 Updated Supplier’s contact information 07/11/13 

2 Mod 1 to add transition info into new contract 10/08/13 

3 Exhibit C is replaced in its entirety. 10/15/13 

4 Correct Supplier’s contact information 11/05/13 

5 
Mod 3 updates terms and conditions surrounding “work product”; 
“ownership”; “liability” and “SOW”. 

 
02/03/14 

6 
Mod 4 adds clauses to clarify/define certain terminology used in 
the contract 

 
08/12/14 

7 
Mod 5 adds updated rates for Regions 1 and 2 in Exhibit F and 
updates language for Section B. 

 
03/24/15 

8 Updated technical contact information 04/30/15 

 
9 

Mod 6 clarifies terms and conditions surrounding Participating 
Addendum, establishes an IFA rate for such Addendum, redefines 
Authorized Users and redefines “Right to Work Product”

 
 

06/30/15 

 
 

10 

Mod 7 replaces Exhibit F with new Exhibit F; deletes Attachment 1 
(Mod 1) and Attachment 2 (Mod 5) in their entirety.  Replaces 
Paragraph 13 (Mod 2; Exhibit C) General Provisions with new 
Paragraph in Mod 7. 

 
 
 

10/21/15 
     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



 

MODIFICATION # 7 
TO 

CONTRACT NUMBER VA-130620-CAI 
BET\VEEN THE 

COMMONWEAL TH OF VIRGINIA 
AND 

COMPUTER AID INC. 
 
 

This MOOIFICATION #7 is an agreement between the Virginia lnfonnation 
Technologies Agency (hereinafter refe1Ted to as "VITA"), pursuant to 2.2-2012 of the Code of 
Virginia. on behalf of the Commonwealth of Virgi nia. and Computer Aid. Inc. ( '"CAI'" or 
..Supplier..) to modify Contract Number VA-1 30620-CAI. ("'Contract'}This Modification and 
any attachments thereto is, upon execution by VITA and Supplier, incorporated into and made an 
integral part of the Contract. 

 
The purpose of this Modification is to document both parties·a&rreement to the following: 

 
I. Exhi bit ..F.. to Contract Number VA-130620-CAI is replaced in its entirety by Exhibit 

..F" attached hereto. 
 

2.  Attachment I to Exhibit F which is referenced in Modification # I to this contract is 
deleted in its entirety. 

 
3. Attachment 2 to Exhibit F which is referenced in Modification #5 to this contract is 

deleted in its entirety. 

4. Exhibit C which is attached to Modification #2 to this contract is amendd as follows: 

The following paragraph on pp.12-13 of Exhibit C entitled Section N umber 13. 
General Provisions. Section A. ··Relationship Between Supplier and Subcontractor.. is 
deleted in its entirety: 

 
I3. GENERAL PROVISIONS 
A. Relationship between Supplier and Subcontractor 
Subcontractor has no authority to contract for Supplier in any way to bind, to commit 
Supplier to any agreement of any kind, or to assume any liabilities of any nature in 
the name of or on behalf of Supplier. Under no circumstances shall Subcontractor or 
any of its employees, hold itself out as or be considered an agent or an employee of 
Suppl ier and Supplier shall have any duty to provide or maintain any insurance or 
other employee benefits on behalf of Subcontractor or its employees. Subcontractor 
represents and warrants that it is an independent contractor for purposes of federal. 
state and local employment taxes and agrees that Supplier is not responsible to collect 
or withhold any federal, state or local employment taxes, including, but not limited to, 
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income tax withhold ing and social security contributions, for Subcontractor. 
Subcontractor shall immediately pay all taxes lawfully imposed upon it with respect 
to this Contract or any Services provided pursuant to this Contract. 

 
5. The following paragraph replaces the above deleted paragraph in Exhibit C of 

Modification #2: 
 

13 .  GENERAL PROVISIONS 
A. Relationship betv.•een Supplier and Subcontractor 
Subcontractor has no authority to contract for Supplier in any way to bind, to commit 
Supplier to any agreement of any kind, or to assume any liabilities of any nature in 
the name of or on hehalf of Supplier. Under no circumstances shall Subcontractor or 
any of its employees, hold itself out as or be considered an agent or an employee of 
Supplier and Supplier shall not have any duty to provide or maintain any insurance or 
other employee benefits on behalf of Subcontractor or its employees. Subcontractor 
represents and warrants that it is an independ ent contractor for purposes offederal, 
state and local employment taxes and agrees that Supplier is not responsible to collect 
or withhold any federal, state or local employment taxes.including, but not limited to, 
income tax withholdi ng and social security contributions, for Subcontractor. 
Subcontractor shall immediately pay all taxes lawfu lly imposed upon it with respect 
to this Contract or any Services provided pursuant to this Contract. 

 
The foregoing is the complete and final expression of the parties 'agreement to modify 

Contract VA-130620 -CAI. Contract VA-130620-CAI cannot be modified, except by a writing 
signed by a duly authorized representative of both parties. 

 

ALLOTHER TERMS ANDCONDITIONS OF CONTRACT VA-130620-CAI REMAIN 
UNCHANGED. 

 

PERSONS SlGN NG THIS CONTRACT MODIFICATION ARE AUTHORIZED 
REPRESENTATIVES OF EACH PARTY TO THIS CONTRA CT AND 
ACKNOWLEDGE THAT EACH PARTY AGREES TO BE BOUND BY TUE TERMS 
AND CONDIT ONS OF TH S CONTRACT. 

 
 
 

Computer Aid, Inc. 

BY: /1fl.-<' 'J (R " - 
NAME: 0"-"'  s Coo.;V c..y 

TITLE: / Jt .,7- /'j 
 · 
DATE: / O - / <j O/...::> 

 

 
BY: -- --''--'"'"'.;;..;, -'-- 

NAM E: _ft' ......., p L...  ? ,'1PW 
TITLE:l). o , 

DATE: lt> /z.o/ 15 
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MODIFICATION  #6 

TO 

CONTRACT NUMBER VA-130620-CAI 

BETWEEN THE 

COMMONWEAL TH OF VIRGINIA 

AND 

COMPUTER AID INC. 
 
 
 
This MODIFICATION #6 is an agreement between the Virginia Information Technologies 
Agency (hereinafter referred to as "VITA"), pursuant to 2.2-2012 of the Code of Virginia, on 
behalf of the Commonwealth  of Virginia, and Computer Aid, Inc. ( "CAI"or "Supplier") to 
modify Contract Number VA-130620-CAI, ("Contract").  This Modification and any 
attachments thereto is, upon execution by VITA and Supplier, incorporated into and made an 
integral part of the Contract. 

 

The purpose of this Modification is to document both parties' agreement to the following: 
 

1. In Modification #1 to Contract No. VA-130620-CAI , the parties agreed that this 
agreement can be used by other public entities outside of Virginia provided those 
entities execute a Participating Addendum that incorporates the terms and conditions 
of this contract.  Such participating addendum: 

a. May include additional tenns that are required by the law of the state or 
locality or any law governing cooperative purchasing agreements. 

b. May include new, mutually agreed upon terms that clarify ordering 
procedures specific to that participating entity. 

In the event that the participating entity requests additional terms and conditions that 
may increase costs to Supplier, the Supplier, may, upon agreement, adjust its pricing 
up or down accordingly.  These costs may include the following: 

a. State and local taxes 
b. Unemployment and workers compensation fees 

c. E-commerce satisfaction fees 
d. Costs associated with any additional terms and conditions that are mutually 

agreed upon. 

Supplier's pricing for all non-Virginia public entities shall be firm and fixed for the 
initial tenn of the Contract. After the initial tenn of the Contract, if the Contract is 
renewed by the Commonwealth, the Supplier's pricing may be adjusted based on 



 

market conditions only with the mutual agreement of both the Supplier and the 

purchasing non-Virginia entity. 

 
2. Supplier agrees to only execute Participatin g Addendums with public entities located 

outside of the Commonwealth of Virginia. 

 
3. Accordingly, use of this cooperatively procured contract by public entities outside of 

Virginia and authorized by individual entities' statutes may be subject to the approval 
of the respective Chief Procurement Official of the public entity.  Issues of 

interpretation and eligibility for participation are solely under the authority of the 
Chief Procurement Official of the public entity. 

 
4. Any Participating Addendum between Supplier and a public entity outside of Virginia 

will be co-terminus with this contract and any extensions thereto. 

 
5. The Supplier agrees to provide a monthly report of sales by Supplier pursuant to each 

Participating Addendum.  Supplier agrees to provide the monthly report of sales 
which is attached to this modification and which is entitled "Attachment #1 - Report 

of Sales of Participating Addendums"to the Commonwealth by the 10111 day of the 
following month for which sales are being reported. Supplier also agrees to provide 
any other reports that may be required by the Commonwealth. 

 
6. A Participating Addendum executed between the Supplier and any public entity 

outside of Virginia shall apply only in the jurisdiction of the Participating entity 
which has executed the Addendum. 

 
7. Supplier agrees to payment of a fee to the Commonwealth of .25% of all monthly 

sales made by the Supplier pursuant to each and every Participating Addendum 
executed between Supplier and a public entity outside of the Commonwealth under 
this contract.  Such fees are to be submitted to the Commonwealth with the Report of 
Sales of Pa1ticipating Addendums as referenced above. 

 
8. In Modification #4 to this Contract, the definition of "Authorized Users" was 

replaced with the following lanf>, uage: 
 

C. Authorized Users 
 

All public bodies, including VITA as defined by §2.2-430l and referenced by 2.2- 
4304 of the Code of Virginia. Authorized Users shall include private institutions of 
higher education chartered in Virginia and granted tax-exempt status under §501(C) 



 

(3) of the Internal Revenue Code.  A list of the pri vate institutions eligible to use this 

contract can be found at:  http://www.cicv.org/Our-Colleges/Profiles.aspx. 
 

In this Modification, the parties agree to delete the above definition of "Authorized 

Users" and replace that definition with the following: 

C. Authorized Users 
 

All public bodies, including VITA as defined by §2.2-430 I and referenced by §2.2- 
4304 of the Code of Virginia. Authorized Users shall include private institutions of 
higher education that are listed at http://www .cicv.org/Our-Colleges/Profiles.aspx.  ln 
addition, Authorized Users shall also include public entities located outside of 
Virginia which have executed a Participating Addendum with the Supplier to utilize 
this Contract. 

 

9. In Modification #4 to this Contract, Section 5 ''Rights to Work Product" was replaced 
in its entirety by the following language: 

 
5. RIGHTS TO WORK PRODUCT 
If Authorized User is a state agency, board, commission, or other quasi-political 
entity of the Commonwealth of Virginia or other body referenced in Title 2.2 of the 
Code of Virginia, any license to pre-existing work shall be held by, and all rights in, 
title to, and ownership of Work Product shall vest with the Commonwealth. If 
Authorized User is a locality, municipality, school, school system, college, university, 
local board, local commission, or local quasi-political entity, any license to pre- 
existing work shall be held by, and all rights in, title to, and ownership of Work 

Product shall vest with that public body.  IfAuthorized User is a private institution of 
higher education which is chartered in Virginia and granted tax-exempt status under 
§501(c}(3) of the Internal Revenue Code., any license to pre-existing work shall be 
held by, and all rights in, title to, and ownership of Work Product shall vest with that 
private institution. 

 
In this modification, the parties agree to delete Section 5 "Rights to Work Product" 
contained within Modification #4 (above) and replace it in its entirety with the 
following: 

5. Rights to Work Product 
 

If Authorized User is a state agency, board, commission, or other quasi-political 
entity of the Commonwealth of Virginia or other body referenced in Title 2.2 of the 
Code of Virginia, any license to pre-existing work shall be held by, and all rights in, 
title to, and ownership -0f Work Product shall vest with the Commonwealth. If 

Authorized User is a locality, municipality, school, school system, college, university , 



 

local board, local commission, or local quasi-political entity, any license to pre- 

existing work shall be held by, and all rights in, title to, and ownership of Work 

Product shall vest with that public body.  If Authorized User is a private institution of 

higher education which is listed at http://www .cicv.org/Our-Colleges/Profiles.asllx. , 

any license to pre-existing work shall be held by, and all rights in, title to, and 

ownership of Work Product shall vest with that private institution.  If the Authorized 

User is a public entity outside of Virginia which has executed a Participating 

Addendum with the Supplier to utilize this contract, any license to pre-existing work 
shall be held by, and all rights in, title to and ownership of Work Product shall vest 

with that public entity or as agreed to between Supplier and such public entity in the 

Participating Addendum. 
 

The foregoing is the complete and final expression of the parties' agreement to modify 

Contract VA-130620-CAI. Contract VA-130620-CAI cannot be modified, except by a 

writing signed by a duly authorized representative of both parties. 

ALL OTHER TERMS AND CONDITIONS OF CONTRACT NUMBER VA-130620- 
CAI REMAIN UNCHANGED. 

PERSONS SIGNING THIS CONTRACT MODIFICATION  ARE AUTHORIZED 
REPRESENTATIVES OF EACH PARTY TO THIS CONTRACT AND 
ACKNOWLEDGE THAT EACH PARTY AGREES TO BE BOUND BY THE TERMS 
AND CONDITIONS  OF THIS CONTRACT. 

Executed as of the last date set forth by the undersigned authorized representatives of VITA 

and Supplier. 
 

Computer Aid, Inc. 

BY: <;a-,-vJ (tJ--fl 

NAME: J4/W fi.. ..J (Dorv- if 

TITLE: J1c _,, ;,--r.C" J ,vu; 
M 
DATE: jlr ,_,,. <d o/ ,,,...- 

 
 
 

 
TITLE: °"P1'2- 0Z-,  Sc...". 1 
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MODIFICATION # 5 

TO 

CONTRACT NUMBER VA-130620-CAI 

BETWEEN THE 

COMMONWEALTH OF VIRGINIA 

AND 

COMPUTER AID INC. 
 
 
 

This MODIFJCATTON #5 is an agreement between the Virginia Infonnation Technologies 

Agency (hereinafter referred to as "VITA''), pursuant to 2.2-2012 of the Code of Virginia, on 
behalf of the Commonwealth of Virginia, and Computer Aid, lnc. ( "CAI"or '·Supplier'') to 
modify Contract Number VA-130620 -CAI,(''Contract'').  This Modification and any 
attachments thereto is, upon execution by VITA and Supplier, incorporated into and made an 
integral part of the Contract. 

The purpose of this Modificalion is to document both parties' agreemen t to the following: 
 

I. Exhibit F Job Rate Cards/Pricing is modified by deleting the table which contains the 
Region Iand Region 2 Bill Rates which begins v.;th ·'Job Category" and replacing 
with the Job Rate Card attached ht!reto und labeled as  as Attachment 2 to Exhibit F. 

 
2. The pa1ties agree to delete Section B of Appendix B,which starts with '·CAI"in its 

entirety. 

 
3. Section B of Appendix B is replaced in its entirety with the following: 

Section B. 

"As part of its continuing efforts to support the Commonwealth in utilizing SWaM 
finns, CAI hereby commits to the following: 

 
• Provide a robust subcontractor network that includes SWaM fim1s so that 

agencies and other Authorized Users have access to qualified resources from 
SWaM firms. 
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• Encourage agencies and other Authorized Users to consider SWaM firms and to 

leverage open competition where SWaM firms have historically outperfonned 

non-SWaM subcontractors 

• A comprehensive program which provides opportunity, outreach, coaching, 

training and mentoring of all small businesses. 

• Provide support to encourage SWaM participation in the program. 

• Participate in matchmaking event for SWaM vendors; 

• Work with the Department of Small Business and Supplier Diversity (DSBSD) to 

identify and assist new SWaM subcontractors. 

• Hold workshops/webinars to infonn SWAMs suppliers on how to effectively 

compete for IT staffing opportunities within the Commonwealth; 

• Provide quarterly Peoplefluent training 

• Bi-annual Staff .Augmentation training for subcontractors 

• Provide  SWaM on-boarding calls and other support 
 

CAI also agrees that it will include a detailed list of all efforts to recruit and utilize 

SWaM finns under the contract in its Quarterly Business Review and Report. 
 

The foregoing is the complete and final expression of the parties' agreement to modify 
Contract VA-130620-CAI. Contract VA-130620-CAI cannot be modified , except by a 

writing signed by a duly authorized representative of both parties. 
 

ALL OTHER TERMS AND CONDITIONS OF CONTRACT NUMBER VA-130620-CAI 

REMAIN UNCHANGED. 
 

PERSONS SIGNING THIS CONTRACT MODIFICATION ARE AUTHORIZED 

REPRESENTATI VES OF EACH PARTY TO THIS CONTRACT AND ACKNOWLEDGE 

THAT EACH PARTY AGREES TO BE BOUND BY THE TERMS AND CONDJTTONS 

OF THIS CONTRACT. 



 

 

Executed as of the last date set forth by the undersigned authorized representatives of VITA 
and Supplier. 

 
 
 

NAME:  -'-'"""'-'-'"--- - - B ,_..>...e...f. 8=-t.=..-.-. '-r- 

TITLE:   1>IQ..e_(.""(0 $c./v1 
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MODIFICATION # 4 

TO 

CONTRACT NUMBER  VA-130620-CAI 

BETWEEN THE 

COMMONWEALTH OF VIRGINIA 
 

AND 
 

COMPUTER AID INC. 
 
 
 

This MODIFICATION #4 is an agreement between the Virginia Information Technologies 
Agency (hereinafter referred to as "VITA"), pursuant to 2.2-2012of the Code of Virginia,  on 

behalf of the Commonwealth of Virginia, and Computer Aid, Inc.( ''CAI" or ''Supplier") to 

modify Contract Number VA-130620-CAI, ("Contract").  This Modification and any 

attachments thereto is, upon execution by VITA and Supplier, incorporated into and made an 
integral part of the Contract. 

The pmpose of this Modification is to document both parties' agreement to the following: 
 

1. On P. 5 of Contract Number VA-130620-CAI, the definition of "Authorized Users" is 

deleted in its entirety and replaced with the following: 
 

C. Authorized Users 
 

All public bodies, including VITA, as defined by §2.2-4301 and referenced by §2.2-4304 of 
the Code o(Virginia.  Authorized  Users also include private institutions of higher education 

chartered inVirginia and granted tax-exempt status under §SOl(c) (3) of the Internal 
Revenue Code. A list of the private institutions eligible to use this contract can be found at: 
htlp: /_www.cicv.org/Our-Colleges/Profilcs.aspx. 

2. On p. 11 of Contract Number VA-130620 under No. 5, entitled ''Rights to Work Product", 
the fullowing paragraph is deleted in its entirety: 

5.RIGHTS TO WORK PRODUCT 

If Authorized User is a state agency, board, commission, or other quasi-political entity of the 

Commonwealth of Virginia or other body referenced inTitle 2.2 of the Code of Virginia, any 
license to pre--existing work shall be held by, and all rights in, titleto, and ownership of Work 
Product shall vest with the Commonwealth. IfAuthori    User is a locality, municipality, 

- -- 
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schoo school system, college,university, local board, local commission, or local quasi- 
political entity, any license to pre-existing work shall be held by, and all rights in,title to, and 
ownership of Work Product shall vest with that public body. 

 

3. Onp. 11 of Contract Number VA-130620, Section 5 "Rights to Work Product",the 
following replaces the above deleted language in its entirety: 

 

5.RIGHTS TO WORK PRODUCT 
 

IfAuthorized User isa state agency, board, commission, or other quasi-political entity of the 
Commonwealth of Virginia or other body referenced in Title 2.2 of the Code of Virginia, any 
license to pre-existing work shall be held by, and all rights in, title to, and ownership of Work 
Product shall vest with the Commonwealth. If Authorized User is a locality,municipality, 
school, school system, college, university, local board, local commission, or local quasi- 
political entity, any license to pre-existing work shall be held by, and all rights in, title to, and 
ownership of Work Product shall vest with that public body. 1fAuthorized User is a private 
institution of higher education which is chartered in Virginia and granted tax-exempt status 
under §50l(c)(3) of the Internal Revenue Code.,any license to pre-existing work shall be 
held by, and all rights in, title to, and ownership of Work Product shall vest with that private 
institution. 

 
 
 

4. In Exlnbit "B" to Contract Number VA-130620,delete the following row from Exhbi it B 
located at the top of p. 2, in its entirety as follows: 

 

 

 

 

 
 

The foregoing isthe complete and final expression of the parties' agreement to modify 
Contract VA-130620-CAJ. Contract VA-130620-CAI cannot be modified, except by a 
writing signed by a duly authorized representative of both parties. 

ALL OTHER TERMS AND CONDITIONS OF CONTRACT NUMBER VA130620-CAJ 
REMAIN UNCHANGED. 

 

PERSONS SIGNING THIS CONTRACT MODIFICATION ARE AUTHORIZED 
REPRESENTATIVES OF EACH PARTY TO THIS CONTRACT AND ACKNOWLEDGE 
THAT EACH PARTY AGREES TO BE BOUND BY THE TERMSAND CONDITIONS 
OF THIS CONTRACT. 
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Executed as of the last date set forth by the undersigned authorized representatives of VITA 
and Supplier. 

 

Computer Aid, Inc. 

BY: tf'_- .u/ / 
NAME: 41'   .s   ?, Co  #€.}' 

I 

 

NAME: . / , p L P,:tJ p Pc:l- 

TITLE: 4 TITLE: ])1\[{< l)) . 
1 

f 4thc;:y.. t 

DATE:  I/ ,,,/o/ f 
  

DATE: Lfu:Jud l d 0f$- 
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MODIFICATION # 3 
TO 

CONTRACT NUMBER VA-130620-CAI 
BETWEEN THE 

COMMONWEALTH OF VIRGINIA 
AND 

COMPUTER AID INC. 
 
 

This MODIFICATION #3 is an agreement between the Virginia Information 
Technologies Agency (hereinafter referred to as "VITA"), pursuant to 2.2-2012 of the Code of 
Virginia, on behalf of the Commonwealth of Virginia, and Computer Aid, Inc. ( "CAI" or 
"Supplier") to modify Contract Number VA-130620-CAI , ("Contract"). This Modification and 
any attachments thereto is, upon execution by VITA and Supplier, incorporated into and made an 
integral part of the Contract. 

 
The purpse of this Modification is to document both parties ' agreement to the following: 

I 
I 

1. Exhibit "C" to Contract Number VA-130620-CAI, Section 5 "Rights to Work Product"  is 
deleted in its entirety as follows: 

 

Work Product 
Supplier and Subcontractor each acknowledge that performance of this Contract may 
result in Work Product(s) . Subcontractor agrees that it shall promptly and fully 
disclose to Supplier any and all Work Product generated, conceived, reduced to 
practice or learned by Subcontractor or any of its employees, either solely orjointJy 
with others. during the term or performance of this Contract, which in any way relates 
to the applicable order or SOW attached thereto. Subcontractor fu1ther agrees that 
neither Subcontractor nor any of Subcontractors's employees, contractors, agents or 
subcontractors, nor any party claiming through Subcontractor or Subcontractor's 
employees, shall, other than in the performance of this Contract, make use of or 
disclose to others any proprietary information relating to the Work Product. All 
Servics performed hereunder shall include delivery of all Work Product source code, 
object  ode, executables, and documentation. Subcontractor agrees that Supplier 
shall hve the right to require Subcontractor to provide a copy of the most recent 
object or source code to Supplier's customer at any and all times. 

 

Ownership 
Subcontractor agrees that, whether or not the Services are considered "works made 
for hire" or an employment to invent, all Work Product discovered, created or 
developed under this Contract shall be and shall remain the sole and exclusive 
property of the Supplier. Except as specifically set forth in writing and signed by 
both Supplier and Subcontractor, Subcontractor agrees that the Supplier shall have all 
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rights with respect to any Work Product discovered, created or developed under this 
Contract without regard to the origin of the Work Product. 

 
If and to the extent that Subcontractor may, under applicable law, be entitled to claim 
any ownership interest in the Work Product, Subcontractor hereby irrevocably 
transfers, grants, conveys, assigns and relinquishes exclusively to the Supplier any 
and all right, title and interest it now has or may hereafter acquire in and to the Work 
Product under patent, copyright, trade secret and trademark law in perpetuity or for 
the longest period otheIWise permitted by law.  Ifany moral rights are created, 
Subcontractor waives such rights in the Work Product.  Subcontractor further agrees 
as to the Work Product to assist the Supplier in every reasonable way to obtain and, 
from time to time, enforce patents, copyrights. and other rights and protection, and in 
protecting trade secrets, with respect to such Work Product, and to that end, 
Subcontractor and its employees shall execute all documents for use in applying for 
and obtaining such patents, copyrights, and other rights and protection with respect to 
such Work Product, as the Supplier may reasonably request, together with any 
assignments thereof to the Supplier in obtaining and enforcing such rights shall 
continue beyond the termination of this Contract. 

Pre-existing Work 
Ifand to the extent that any pre-existing rights are embodied or reflected in the 
Service Deliverables, Subcontractor hereby grants to the Supplier an irrevocable, 
perpetual, non-exclusive, worldwide, royalty-free right and license to (i) use, modify, 
transmit, execute.reproduce, display, perform , distribute copies of and prepare 
derivative works based upon such pre-existing rights and any derivative works 
thereof, and (ii) authorize others to do any or all of the foregoing. It is expressly 
understood that "perpetual" license rights shall commence upon delivery of the 
Service Deliverables and shall exist in perpetuity unless otherwise terminated in 
accordance with the applicable provisions of the Contract. 

 
 

2. Exhibit ··C" to Contract Number VA-130620-CAI,  Section 5 "Rights to Work Product"  the 
following replaces the above deleted language in its entirety: 

 

Work Product 
Supplier and Subcontractor each acknowledge that performance of this Contract may 
result in Work Product(s). Subcontractor agrees that it shall promptly and fully 
disclose to Supplier's customer any and all Work Product generated, conceived, 
reduced to practice or learned by Subcontractor or any of its employees, either solely 
orjointly with others, during the term or performance of this Contract, which in any 
way relates to the applicable order or SOW attached thereto. Subcontractor further 
agrees that neither Subcontractor nor any of Subcontractors 's employees, contractors, 
agents or subcontractors, nor any party claiming through Subcontractor or 
Subcontractor's employees, shall, other than in the performance of this Contract, 
make use of or disclose to others any proprietary information relating to the Work 
Product. All Services performed hereunder shall include delivery of all Work 
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Product source code, object code, executables, and documentation. Subcontractor 
agrees that Supplier's customer shall have the right to require Subcontractor to 
provide a copy of the most recent object or source code to Supplier's customer at any 
and all times. 

 

Ownership 
Subcontractor agrees that, whether or not the Services are considered "works made 
for hire" or an employment to invent, all Work Product discovered, created or 
developed under this Contract shall be and shall remain the sole and exclusive 
property of Supplier's customer. Except as specifically set forth in writing and signed 
by both Supplier's customer and Subcontractor, Subcontractor agrees that Supplier's 
customer shall have all rights with respect to any Work Product discovered, created or 
developed under this Contract without regard to the origin of the Work Product. 

 
If and to the extent that Subcontractor may, under applicable law, be entitled to claim 
any ownership interest in the Work Product, Subcontractor hereby irrevocably 
transfers, grants, conveys, assigns and relinquishes exclusively to Supplier's customer 
any and all right, title and interest it now has or may hereafter acquire in and to the 
Work Product under patent, copyright, trade secret and trademark law in perpetuity or 
for the longest period otherwise permitted by law. Ifany moral rights are created, 
Subcontractor waives such rights in the Work Product. Subcontractor further agrees 
as to the Work Product to assist Supplier's customer  in every reasonable way to 
obtain and, from time to time, enforce patents, copyrights, and other rights and 
protection, and in protecting trade secrets, with respect to such Work Product, and to 
that end, Subcontractor and its employees shall execute all documents for use in 
applying for and obtaining such patents, copyrights, and other rights and protection 
with respect to such Work Product, as Supplier's customer may reasonably request, 
together with any assignments thereof to Supplier's customer in obtaining and 
enforcing such rights shall continue beyond the termination of this Contract. 

Pre-existing Work 
If and to the extent that any pre-existing rights are embodied or reflected in the 
Service Deliverables, Subcontractor hereby grants to Supplier's customer an 
irrevocable, perpetual, non-ex.elusive, worldwide, roya.lty-free right and license to (i) 
use, modify, transmit, execute, reproduce, display, perform, distribute copies of and 
prepare derivative works based upon such pre-ex isting rights and any derivative 
works thereof, and (ii) authorize others to do any or a11 of the foregoing. It is 
expressly understood that "perpetual" license rights shall commence upon delivery of 
the Service Deliverables and shall exist in perpetuity unless otherwise terminated in 
accordance with the applicable provisions of the Contract. 
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3. Section 1O(B) entitled "Liability", the following language shaU be deleted in its entirety: 
 

B. Liability 
Subcontractor's liability to the Supplier under this Contract for breach of this 
Contract's confidentiality, security, or indemnification provisions shall be limited to 
the &rreater of two (2) times the value of the applicable Statement of Work or 
$2,000,000. Subcontractor's liability to the Supplier under this Contract shall, for 
breach of this Contract by Subcontractor, if the breach arises from any intentional, 
willful,or negligent act or omission of any employee, agent, or subcontractor of 
Subcontractor or if the damages are based on bodily injury, death, or damage to real 
property or tangible personal property be limited to (2) two times the annual value of 
the Suppliers MSA Contract with VITA.  The limitation shall apply on a per-incident 
basis, it being understood that multiple losses stemming from the same root cause 
constitute a single incident. 

 
EXCEPT FOR CLAIMS COVERED BY THE ABOVE DOLLAR LIMITATJON, 
NEITHER PARTY SHALL BE LIABLE TO THE OTHER PARTY FOR 
INDIR ECT, INCIDENTAL, CONSEQUENTIAL OR PUNITIVE DAMAGES 
UNDER THIS CONTRACT.INCLUDING (WITHOUT LIMITATION) LOSS OF 
PROFIT, INCOME OR SAVINGS. EVEN IF ADVISED OF THE POSSIBILITY 
THEREOF. 

 

4. The following Section 1O(B) entitled «Liability" replaces the above language in its entirety: 

 
B. Liability 

Subcontractor' s liability to the Supplier under this Contract for breach of this 
Contract's confidentiality, security, or indemnification provisions shall be limited 
to two (2) times the value of the order or the applicable Statement of Work. 
Subcontractor's liability to the Supplier under this Contract shall, for breach of 
this Contract by Subcontractor, if the breach arises from any negligent act or 
omission of any employee, agent or subcontractor of Subcontractor shall be 
limited to two (2) times the value of the order or applicable Statement of Work. 
Subcontractor's liability to the Supplier under this Contract shall, for breach of 
this Contract by Subcontractor, if the breach arises from any intentional, willful , 
or gross negligent act or gross negligent omission of any employee, agent, or 
subcontractor of Subcontractor or if the damages are based on bodily injury, 
death, or damage to real property or tangible personal property be limited to two 
(2) times the annual value of the Suppliers MSA Contract with VITA.   The 
limitation shall apply on a per-incident basis, it bei·ng understood that multiple 
losses stemming from the same root cause constitute a single incident. 

 
EXCEPT FOR CLAIMS COVERED BY THE ABOVE DOLLAR 
LIMITATION, NEITHER PARTY SHALL BE LIABLE TO THE OTHER 
PARTY FOR INDIRECT, INCIDENTAL, CONSEQUENTIAL OR PUNITIVE 
DAMAGES UNDER THIS CONTRACT, INCLU DING (WITHOUT 
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LIMITATION)  LOSS OF PROFIT, INCOME OR  SAVINGS, EVEN IF 
ADVISED OF THE POSSIBILITY THEREOF. 

 

5. Section 4(B) entitled "Statement of Work (SOW)"the following language is deleted in its 
entirety. 

 
 

B.  Statement of Work (SOW) 

 
AU Services shall be performed at the times and locations set forth in the applicable  
SOW. All Subcontractor Services provided by a subcontractor shall be perfom1ed at the 
rates set forth in an order or SOW executed by the Authorized User. In furtherance of 
compliance, invoicing and auditing requirements, for time and materials type SOWs, 
which must have prior approval by VITA, Subcontractor personnel shall maintain daily 
time reports of hours and tasks performed which shall be submitted or made available for 
inspection by the ordering Authorized User upon forty eight (48) hours advance written 
notice. Unless the Authorized User issues a written authorization for a time and materials 
type SOW, any SOW shall be of a fixed price type but may, with the written approval of 
VITA, contain a cost-reimbursable line item(s) for pre-approved travel expenses. 

All Services shall be performed at the rates, times and locations set forth in the applicable 
SOW.   In furtherance of compliance, invoicing and auditing requirements, all personnel 
performing services under an SOW issued under this contract shall maintain daily time 
records of hours and tasks perfonned, which shall be submitted or made available for 
inspection by VITA or any authorized user upon forty-eight (48) hours advance written 
notice.  Any total dollar amounts or not-to-exceed limitations appearing in an SOW shall 
be considered reasonably accurate estimates.   All changes to the Services to be provided 
must be described in a written change request (template provided as Exhibit E) which 
includes any appropriate adjustments to the SOW.  Either Party to an SOW may issue a 
change request that will be subject to written approval of the other Party before it  
becomes part of this Contract.  An SOW from an Authorized User may contain additional 
terms and conditions; however, to the extent that the terms and conditions of the 
Authorized User's order are inconsistent with the terms and conditions of this Contract or 
any modification thereto, the terms of this Contract shall supersede. Inno event shall any 
SOW or any modification thereto require the Supplier to perform any work beyond the 
scope of this Contract. 

An SOW may designate certain of Supplier's personnel as Key Personnel or Project 
Managers. Supplier's obligations with respect to Key Personnel and Project Managers 
shall be described in the applicable SOW. Failure of Supplier to perform in accordance 
with such obligations may be deemed a default of this Contract. 

An SOW may be written as follows: 

Fixed Price Type 

A Fixed Price type SOW should be used when the Authorized User's 
requirements can be set forth in sufficient detail as to allow for a fixed price to be 
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developed. A Fixed Price type SOW may include cost-reimbursable llne items for 
such expenses as travel and materials. A Fixed Price type SOW should include 
Deliverables and a milestone payment schedule associated with such  
Deliverables. 

Time and Mate1ials Type 

A Time and Materials type SOW should be used when the Authorized User's 
requirements are not sufficiently defined as to allow for a fixed price to be 
developed. A Time and Material type SOW shall list the Services to be performed 
by labor category of personnel, and, for each labor category: a) the number of 
hours allocated thereto, b) the hourly rate, and c) an extended price. A Time and 
Materials SOW shall contain a Not to Exceed funding limitation. Supplier shall 
not be obligated to incur costs in excess of such limitation, and the Authorized 
User shall not be obligated to reimburse Supplier for costs in excess of such 
limitation. 

The provisions of the Virginia Department of General Services, Division of Purchases and 
Supply Vendor's Manual shall not apply to this Contract or any order or SOW issued 
hereunder. Any modification to an SOW that extends the period of performance beyond one 
(1) year or increases the value of such SOW above US$ I00,000 shall, absent the prior 
written appro\'al of VITA, be voidable by VITA, in its sole discretion. Ifan SOW is voided 
by VITA, such SOW shall no longer be binding on either Party and all obligations with 
respect to such SOW shall expire. [Note: period of performance may be shorter than one (1) 
year, but not greater, and dollar va1ues may be lower than $I 00,000 but not greater.] 

An Authorized User and Supplier may enter into an ordering agreement pursuant to this 
Contract. To the extent that such ordering agreement, or any order or SOW issued hereunder, 
include any terms and conditions inconsistent with the terms and conditions of this Contract, 
such terms and conditions shall be of no force and effect. 

 
6.  The following Section 4(B) entitled "Statement of Work (SOW)" replaces the above 

language in its entirety: 
 

B. Statement of Work (SOW) 

 
All Services shall be performed at the times and locations set forth in the applicable 
SOW.  All Subcontractor Services provided by a subcontractor shall be perfonned at the 
rates set forth in an order executed by the Authorized User. In furtherance of 
compliance, invoicing and auditing requirements, for time and materials type SOWs 
(which must have prior written approval by VITA), Subcontractor personnel shall 
maintain daily time reports of hours and tasks performed which shall be submitted or 
made available for inspection by the ordering Authorized User upon forty eight (48) 
hours advance written notice. Unless VJTA issues a written authorization for a time and 
materials type SOW, any SOW shall be of a fixed price type but may, with the written 
approval of VITA, contain a cost-reimbursable line item(s) for pre-approved travel 
expenses. 
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All Services shall be performed at the rates, times and locations set forth in the applicable 
SOW.  In furtherance of compliance, invoicing, and auditing requirements, all personnel 
perfonning services under an SOW issued under this contract shall maintain daily time 
records of hours and tasks perfom1ed, which shall be submitted or made available for 
inspection by VITA or any authorized user upon forty-eight (48) hours advance written 
notice.  Any total dollar amounts or not-to-exceed limitations appearing in an SOW shall 
be considered reasonabl y accurate estimates. All changes to the Services to be provided 
must be described in a written change request (template provided as Exhibit E) which 
includes any appropriate adjustments to the SOW.  Either Party to an SOW may issue a 
change request that will be subject to written approval of the other Party before it 
becomes part of this Contract.  An SOW or order from an Authorized User may contain 
additional terms and conditions; however, to the extent that the terms and conditions of 
the Authorized User's order or SOW are inconsistent with the tem1s and conditions of 
this Contract or any modification thereto, the tenns of this Contract shall supersede. In no 
event shall any order or SOW or any modification thereto require the Supplier to perform 
any work beyond the scope of this Contract. 

An SOW may designate certain of Supplier's personnel as Key Personnel or Project 
Managers. Supplier's obligations with respect to Key Personnel and Project Managers 
shall be described in the applicable SOW. Failure of Supplier to perfonn in accordance 
with such obligations may be deemed a default of this Contract. 

An SOW may be written as follows: 

Fixed Price Type 

A Fixed Price type SOW shou1d be used when the Authorized User's requirements 
can be set forth in sufficient detail as to allow for a fixed price to be developed. A 
Fixed Price type SOW may include cost-reimbursable line items for such expenses as 
tra\'el and material s. A Fixed Price type SOW should include Deliverables and a 
milestone payment schedule associated with such Deliverables. 

Time and Materials Type 

A Time and Materials type SOW, which requires prior written approval by VITA, 
should be used when the Authorized User's requirements are not sufficiently defined 
as to allow for a fixed price to be developed. A Time and Material type SOW shall 
list the Services to be perfonned by labor category of personnel, and, for each labor 
category: a) the number of hours allocated thereto, b) the hourly rate, and c) an 
extended price. A Time and Materials SOW shall contain a Not to Exceed funding 
limitation. Supplier shall not be obligated to incur costs in excess of such limitation, 
and the Authorized User shall not be obligated to reimburse Supplier for costs in 
excess of such limitation. 

The provisions of the Virginia Department of General Services, Division of Purchases 
and Supply Vendor's Manual shall not apply to this Contract or any order or SOW issued 
hereunder. 



 

r; -/. 

VITA may, in its sole discretion void any SOW between Supplier and an Authorized 
User. If an SOW is voided by V1TA, such SOW shall no longer be bi nding on either 
Party and all ob1igations with respect to such SOW shall expire. 

An Authorized User and Supplier may enter into an ordering agreement pursuant to this 
Contract. To the extent that such ordering agreement, or any order or SOW issued 
hereunder, include any terms and conditions inconsistent with the terms and conditions of 
this Contract, such terms and conditions shall be of no force and effect. 

 
The foregoing is the complete and final expression of the parties' agreement to modify Contract 
VA-130620-CAI.  Contract VA-130620-CAI cannot be modifiedt except by a writing signed by 
a duly authorized representative of both parties. 

 
 

ALL OTHER 1'ERMS AND CONDITIONS OF CONTRACT NUMBER VA-130620-CAI 
REMAIN UNCHANGED. 

 

PERSONS SIGNING THIS CONTRACT MODIFICATION ARE AUTHORIZED 
REPRESENTATIVES OF EACH PARTY TO THIS CONTRACT AND 
ACKNOWLEDGE THAT EACH PARTY AGREES TO BE BOUND BY THE TERMS 
AND CONDITIONS  OF THIS CONTRACT. 

Executed as of the last date set forth by the undersigned authorized representatives of VITA and 
Supplier. 

Computer Aid, Inc. 

BY: (! 
NAME: James P. Cooney (/ 

TITLE:Managing Director    

__ DATE: January 22, 2014  

 _ 

 

TITLE: '}),Qe..c... o, $,c..Jv\ 

DATE: \ /23 / tL{- 
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MODIFICATION # 2 
TO 

CONTRACT NUMBER VA-130620-CAI 
BETWEEN THE 

COMMOl\WEALTH  OF VIRGINIA 
AND 

COMPUTER AID INC. 
 
 

This MODIFICATION #2 is an agreement between the Virginia Information 
Technologies Agency (hereinafter referred to as "VITA"), pursuant to 2.2-2012 of the Code of 
Virginia, on behalf of the Commonwealth of Virginia, and Computer Aid, Inc. ( "CAI" or 
"Supplier") to modify Contract Number VA-130620-CAT, ("Contract").  This Modification and 
any attachments thereto is, upon execution by VITA and Supplier, incorporated into and made an 
integral part of the Contract. 

 
The purpose of this Modification is to document both parties' agreement to the following: 

 
Exhibit "C" to Contract Number VA-130620-CAI is replaced in its entirety by 
Exhibit "C" attached hereto. 

 
The foregoing is the complete and final expression of the parties 'agreement to modify 

Contract VA-130620-CAI. Contract VA-130620-CAI cannot be modified, except by a writing 
signed by a duly authorized representative of both parties. 

 
ALL OTHER TERMS AND CONDITIONS OF CONTRACT VA-130620-CAI  REMAIN 
UNCHANGED. 

 

PERSONS SIGNING THIS CONTRACT MODTFICATION ARE AUTHORIZED 
REPRESENTATIVES OF EACH PARTY TO THIS CONTRACT AND 
ACKNOWLEDGE THAT EACH PARTY AGREES TO BE BOUND .BY THE TERMS 
AND CONDITIONS  OF THIS CONTRACT. 

 
Executed as of the last date set forth by the undersigned authorized representatives of VITA and 
Supplier. 

 

Computer Aid, Inc. 

BY: ';fl <!_ 
NAME: ._4H e r  ? Caa,.y f' V 

TITLE: "7fnr fP k) 

 
 

 

NAME: 

TITLE: 

 
 
 

1),cu::.c. 

 
 
 
 
 
 
 
 
 
 
 

 
        ._..............--=;;,,;;;;_ 

.r oa. ,
 5LJ..;\. 

 

DATE: / (}-/ / -cl 0/3 
' 

DATE: J 0 / 15 ,} ) 3 
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MODIFICATION # 1 
TO 

CONTRACT NUMBER VA-130620-CAI 
BETWEEN THE 

COMMONWEALTH OF VIRGINIA 
AND 

COMPUTER AID INC. 
 
 

This MODIFICATION #1 is an agreement between the Virginia Information 
Technologies Agency (hereinafter referred to as "VITA"), pursuant to 2.2-2012 of the Code of 
Virginia, on behalf of the Commonwealth  of Virginia, and Computer Aid, Inc.( "CAI" or 
"'Supplier") to modify Contract Number VA-130620-CAI, ("Contract").  This Modification and 
any attachments thereto is, upon execution by VITA and Supplier, incorporated into and made an 
'integral part of the Contract. 

 
The purpose of this Modification is to document both parties' agreement to the following: 

 
1. Supplier agrees that its direct employees will not provide staff augmentation 

services or Statement of Work (SOW) service under this Contract unless 
specifically authorized by VlTA in writing.  VlTA will make this determination 
on a case by case basis. 

 
2. Transition of SOWs to Contract Number VA-130620 ("Contract") 

Authorized Users of the Contract acknowledge that subcontractors providing 
services under active Statements of Work issued under master contract number 
VA-051123-CAI  ("Old Contract") and which remain unchanged (no change 
order has been executed) will need to continue and complete those services past 
the expiration date of the Old Contract (I2/31/13).  Authorized Users also 
acknowledge that the tcnns and conditions of the Old Contract will continue to 
apply to those Statements of Work being completed under the Old Contract until 
all deliverables are accepted and final payment is made. 

 
Exhibit L to Contract Number VA-130620-CAI (''New Contract") lists current 
Statements of Work that were originally executed Wlder the Old Contract but 
which, upon agreement, have been modified by a change order. Those listed 
Statements of Work will be hereby incorporated into the New Contract and 
governed by the terms and conditions of the New Contract as of the effective date 
of the change order in the SOW. 

 
The transition process as shown in the SOW Transition Process Workflow 
(attached hereto and made a part hereof and marked as Schedule "A") will be 
followed by the Supplier to execute change orders and maintain service to 
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authorized users from the Old Contract to the new master contract number VA- 
130620-CAI (''New Contract"). 

 
3. This contract is a cooperatively procured contract under §2.2-4304 of the Code of 

Virginia. Accordingly, the parties agree that this agreement can be used by other 
public entities outside of Virginia provided those entities execute a participating 
Addendum that incorporates the terms and cond itions of this contract. Such 
participating addendum: 

a. May include additional terms that are required by the law of the state or 
locality or any law governing cooperative purchasing agreements. 

b. May include new, mutually agreed upon terms that clarify ordering 
procedures specific to that participating entity. 

In the event that the participating entity requests additional terms and conditions 
that may increase costs to Supplier, the Supplier, may, upon agreement, adjust its 
pricing up or down accordingly. These costs may include the following: 

a. State and local taxes 
b. Unemployment and workers compensation fees 
c. E-commerce satisfaction fees 
d. Costs associated with any additional terms and conditions that are 

mutually agreed upon. 
Supplier's pricing for all non-Virginia public entities shall be firm and fixed for 
the initial term of the Contract. After the initial term of the Contract, if the 
Contract is renewed by the Commonwealth, the Supplier's pricing may be 
adjusted based on market conditions only with the mutual agreement of both the 
Supplier and the purchasing non-Virginia entity. 

 
4. EXHIBIT "F"JOB RATE CARDS TITLES AND DESCRIPTION" to the 

Contract is amended to add the Job Rate Card and Job Descriptions attached 
hereto as Attachment I to Exhibit F across all regions.  Upon execution of this 
modification, the new job descriptions and rates will be incorporated by CAI into 
the Peoplefluent VMS tool for use by the Commonwealth. 

 

The foregoing is the complete and final expression of the parties 'agreement to modify Contract 
VA-130620-CAI. Contract VA-130620-CAI cannot be modified, except by a writing signed by 
a duly authorized representative of both parties. 

ALL OTHER TERMS AND CONDITIONS OF CONTRACT VA-130620-CAI REMAIN 
UNCHANGED. 

PERSONS SIGNING THIS CONTRACT MODIFICATION ARE AUTHORIZED 
REPRESENTATIVES OF EACH PARTY TO THIS CONTRACT AND 
ACKNOWLEDGE THAT EACH PARTY AGREESTO BE BOUND BY THE TERMS 
AND CONDITIONS OF THIS CONTRACT. 

Executed as of the last date set forth by the undersigned authorized representatives of VITA and 
Supplier. 
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INFORMATION TECHNOLOGY SERVICES CONTRACT 
THIS INFORMATION TECHNOLOGY SERVICES CONTRACT (“Contract”) is entered into by and 
between the Virginia Information Technologies Agency (VITA) pursuant to §2.2-2012 of the Code of 
Virginia and on behalf of the Commonwealth of Virginia (hereinafter referred to as “VITA”), and Computer 
Aid, Inc. (“Supplier”), a corporation headquartered at 1390 Ridgeview Drive, Allentown, PA 18104 to be 
effective as of June 20, 2013 (“Effective Date”). 

 
1. PURPOSE AND SCOPE 

This Contract sets forth the terms and conditions under which Supplier shall provide Managed IT 
Staff Augmentation and IT Statement of Work Services (“Services”) to the Authorized Users. Exhibit 
G documents additional specific details and a timetable by which Supplier will provide such Services. 

 
2. DEFINITIONS 

A. Acceptance 
Successful performance of the Services at the location designated in the applicable Statement of 
Work, or completed and successful Acceptance testing in conformance with the Requirements in 
the applicable requisition as determined by the Authorized User in the applicable Statement of 
Work. 

B. Agent 
Any third party independent agent of any Authorized User. 

C. Authorized Users 
All public bodies, including VITA, as defined by §2.2-4301 and referenced by §2.2-4304 of the 
Code of Virginia. 

D. Confidential Information 
Any confidential or proprietary information of a Party that is disclosed in any manner, including 
oral or written, graphic, machine readable or other tangible form, to any other Party in connection 
with or as a result of discussions related to this Contract or any order or SOW issued hereunder, 
and which at the time of disclosure either (i) is marked as being “Confidential” or “Proprietary”, (ii) 
is otherwise reasonably identifiable as the confidential or proprietary information of the disclosing 
Party, or (iii) under the circumstances of disclosure should reasonably be considered as 
confidential or proprietary information of the disclosing Party. 

E. Deliverable 
The tangible embodiment of the Subcontractor Services performed by the Subcontractor, 
including the development or creation of Work Product, performed or provided by the 
Subcontractor as provided by the Supplier in the applicable Statement of Work. 

F. Supplier Deliverable 
Means the tangible embodiment of the Contract Services performed or provided by a 
subcontractor. 

G. Party 
Supplier, VITA, or any Authorized User. 

H. Related Deliverable 
Deliverable identified, specified and mutually agreed upon in the SOW as having 
interdependencies with another Deliverable within the same SOW. 

I. Requirements 
The functional, performance, operational, compatibility, Acceptance testing criteria and other 
parameters and characteristics of the Service(s) and Deliverables as set forth in Exhibit A and the 
applicable Statement of Work and such other parameters, characteristics, or performance 
standards that may be agreed upon in writing by the Parties. 
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J. Service 
Any work performed or service provided, including provision to the Authorized User of any 
Deliverable, by Supplier under this Contract. Service includes the discovery, creation, or 
development of Work Product, if any. 

K. Statement of Work (SOW) 
Any document in substantially the form of Exhibit D (describing the deliverables, due dates, 
assignment duration and payment obligations for a specific project, engagement, or assignment 
for which Supplier shall be providing Services to an Authorized User), which, upon signing by 
both Parties, shall be deemed a part of this Contract. A Statement of Work means any 
incorporated, attached or subsequent document to an order which, upon acceptance by the 
Supplier in response thereto, shall be deemed a part of the Contract, and which describes the 
Deliverables, due dates, assignment duration and payment obligations for a specific project, 
engagement, or assignment for which Subcontractor shall be providing Subcontractor Services. 

L. Subcontractor 
Any entity with which Supplier has entered a subcontractor contract,  Exhibit C, to provide the 
resources to perform the various Subcontractor Services required during the term of the Contract. 

M. Subcontractor Service 
Any work performed or service provided, including any Deliverable described in the applicable 
order or SOW attached thereto, by a Subcontractor for an Authorized User. 

N. Supplier 
The prime contractor responsible for managing a base of Subcontractors who provide the 
resources to perform the various Services required during the term of the Contract. 

O. RESERVED 
 

P. VITA 
Virginia Information Technologies Agency, an agency of the Commonwealth of Virginia pursuant 
to Chapter 20 (§§2.2-2005 et seq.) of the Code of Virginia. 

Q. Contract Data 
Limited to all contract management data, information, text, drawings and other materials 
embodied in any electronic, optical, magnetic or tangible medium that is: (i) provided to Supplier 
by VITA or any Authorized User in connection with the Services or Subcontractor Services 
provided by Supplier; (ii) obtained, processed or produced by Supplier in connection with the 
Services or Subcontractor Services provided by Supplier (e.g. configuration data loaded onto 
equipment that Supplier maintains as part of the Services and Subcontractor Services provided to 
VITA and any Authorized User, inventory data maintained by Supplier, administrator passwords 
used by Supplier in the maintenance of VITA equipment). 

R. Work Product 
Inventions, combinations, machines, methods, formulae, techniques, processes, improvements, 
software designs, computer programs, strategies, specific computer-related know-how, data and 
original works of authorship (collectively, the "Work Product") discovered, created, or developed 
by Supplier, or jointly by Supplier and an Authorized User(s) in the performance of this Contract. 
Work Product shall not include configuration of software. 

 
3. TERM AND TERMINATION 

A. Contract Term 
This Contract is effective and legally binding as of the Effective Date and, unless terminated as 
provided for in this section, shall continue to be effective and legally binding through June 30, 
2018. VITA, in its sole discretion, may extend this Contract for up to three (3) additional one (1) 
year periods after the expiration of the initial term. VITA will issue a written notification to the 
Supplier stating the extension period, not less than thirty (30) days prior to the expiration of any 
current term. Performance of an order or SOW issued during the term of this Contract may 
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survive the expiration of the term of this Contract, in which case all terms and conditions required 
for the operation of such order or SOW shall remain in full force and effect until Services pursuant 
to such order or SOW have met the final Acceptance criteria of the applicable Authorized User. 

B. Termination for Convenience 
VITA may terminate this Contract, in whole or in part, or any order or SOW issued hereunder, in 
whole or in part, or an Authorized User may terminate an order or SOW, in whole or in part, upon 
not less than thirty (30) days prior written notice at any time for any reason. 

C. Termination for Breach or Default 
VITA shall have the right to terminate this Contract, in whole or in part, or any order or SOW 
issued hereunder, in whole or in part, or an Authorized User may terminate an order or SOW, in 
whole or in part, for breach and/or default of Supplier. Supplier shall be deemed in breach and/or 
default in the event that Supplier fails to meet any material obligation set forth in this Contract or 
in any order or SOW issued hereunder. 

If VITA deems the Supplier to be in breach and/or default, VITA shall provide Supplier with notice 
of breach and/or default and allow Supplier fifteen (15) days to cure the breach and/or default. If 
Supplier fails to cure the breach as noted, VITA may immediately terminate this Contract or any 
order or SOW issued hereunder, in whole or in part. If an Authorized User deems the Supplier to 
be in breach and/or default of an order or SOW, such Authorized User shall provide Supplier with 
notice of breach and/or default and allow Supplier fifteen (15) days to cure the breach and/or 
default. If Supplier fails to cure the breach and/or default as noted, such Authorized User may 
immediately terminate its order or SOW, in whole or in part. Any such termination shall be 
deemed a Termination for Breach or a Termination for Default. In addition, if Supplier is found by 
a court of competent jurisdiction to be in violation of or to have violated 31 USC 1352 or if 
Supplier becomes a party excluded from Federal Procurement and Nonprocurement Programs, 
VITA may immediately terminate this Contract, in whole or in part, for breach. VITA shall provide 
written notice to Supplier of such termination and Supplier shall provide written notice to VITA if 
Supplier is charged with violation of 31 USC 1352 or if federal debarment proceedings are 
instituted against Supplier. 

Supplier’s consistent or recurring failure to meet the agreed-upon service levels will be 
considered to be a material breach of the Contract as described in this section. 

D. Termination for Non-Appropriation of Funds 
All payment obligations under this Contract are subject to the availability of legislative 
appropriations at the federal, state, or local level, for this purpose. In the event of non- 
appropriation of funds, irrespective of the source of funds, for the items under this Contract, VITA 
may terminate any order or SOW, in whole or in part, or an Authorized User may terminate its 
order or SOW, in whole or in part, for those goods or services for which funds have not been 
appropriated. Written notice will be provided to the Supplier as soon as possible after legislative 
action is completed. 

Termination by Supplier will not be considered. 

E. Effect of Termination 
Upon termination, neither the Commonwealth, nor VITA, nor any Authorized User shall have any 
future liability except for Deliverables accepted by the Authorized User or Services rendered by 
Supplier and accepted by the Authorized User prior to the termination date. 

In the event of a Termination for Breach or Termination for Default, Supplier shall accept return of 
any Deliverable that was not accepted by the Authorized User(s), and Supplier shall refund any 
monies paid by any Authorized User for such Deliverable, and all costs of de-installation and 
return of Deliverables shall be borne by Supplier. 

F. Transition of Services 
Prior to or upon expiration or termination of this Contract and at the request of VITA, Supplier 
shall provide all assistance as VITA or an Authorized User may reasonably require to transition 
Services to any other supplier with whom VITA or such Authorized User contracts for provision of 
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services identical or similar to the Services provided by Supplier pursuant to this Contract. This 
obligation may extend beyond expiration or termination of the Contract for a period not to exceed 
six (6) months. In the event of a termination for breach and/or default of Supplier, Supplier shall 
provide such assistance at no charge or fee to VITA or any Authorized User; otherwise, Supplier 
shall provide such assistance at the hourly rate or a charge agreed upon by Supplier and VITA or 
an Authorized User. 

G. Contract Kick-Off Meeting 
Within 30 days of Contract award, Supplier may be required to attend a contract orientation 
meeting, along with the VITA contract manager/administrator, the VITA and/or other CoVA 
Agency project manager(s) or authorized representative(s), technical leads, VITA representatives 
for SWaM and Sales/IFA reporting, as applicable, and any other significant stakeholders who 
have a part in the successful performance of this Contract. The purpose of this meeting will be to 
review all contractual obligations for both parties, all administrative and reporting requirements, 
and to discuss any other relationship, responsibility, communication and performance criteria set 
forth in the Contract. The Supplier may be required to have its assigned account manager as 
specified in Section 6.0 of this contract and a representative from its contracts department in 
attendance. The time and location of this meeting will be coordinated with Supplier and other 
meeting participants by the VITA contract manager. 

H. Contract Closeout 
Prior to the contract’s expiration date, Supplier may be provided contract close out documentation 
and shall complete, sign and return to VITA Supply Chain Management within 30 days of receipt. 
This documentation may include, but not be limited to: Patent/Royalty Certificate, Tangible 
Property/Asset Certificate, Escrow Certificate, SWaM Reports Completion Certificate, Sales 
Reports/IFA Payments Completion Certificate, Final Payment Certificate, data files in electronic 
format that incorporate order history for all engagements, subcontractor name and contacts. 
Supplier is required to process these as requested to ensure completion of close-out 
administration and to maintain a positive performance reputation with the Commonwealth of 
Virginia. Any closeout documentation not received within 30 days of Supplier’s receipt of our 
request will be documented in the contract file as Supplier non-compliance. Supplier’s non- 
compliance may affect any pending payments due the Supplier, including final payment, until the 
documentation is returned. 

 
4. SERVICES 

A. Nature of Services and Engagement 
Supplier is an independent contractor engaged to provide IT staff augmentation services and IT 
Statement of Work (SOW) services, including but not limited to management of the staff 
augmentation system and management of the Subcontractor base. 

B. Statement of Work (SOW) 
All Services shall be performed at the times and locations set forth in the applicable SOW.  All 
Subcontractor Services provided by a subcontractor shall be performed at the rates set forth in an 
order executed by the Authorized User. In furtherance of compliance, invoicing, and auditing 
requirements, for time and materials type SOWs (which must have prior written approval by  
VITA), Subcontractor personnel shall maintain daily time reports of hours and tasks performed 
which shall be submitted or made available for inspection by the ordering Authorized User upon 
forty eight (48) hours advance written notice. Unless VITA issues a written authorization for a time 
and materials type SOW, any SOW shall be of a fixed price type but may, with the written 
approval of VITA, contain a cost-reimbursable line item(s) for pre-approved travel expenses. 

All Services shall be performed at the rates, times and locations set forth in the applicable SOW. 
In furtherance of compliance, invoicing, and auditing requirements, all personnel performing 
services under an SOW issued under this contract shall maintain daily time records of hours and 
tasks performed, which shall be submitted or made available for inspection by VITA or any 
authorized user upon forty-eight (48) hours advance written notice. Any total dollar amounts or 
not-to-exceed limitations appearing in an SOW shall be considered reasonably accurate 
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estimates. All changes to the Services to be provided must be described in a written change 
request (template provided as Exhibit E) which includes any appropriate adjustments to the SOW. 
Either Party to an SOW may issue a change request that will be subject to written approval of the 
other Party before it becomes part of this Contract. An SOW from an Authorized User may 
contain additional terms and conditions; however, to the extent that the terms and conditions of 
the Authorized User’s order are inconsistent with the terms and conditions of this Contract or any 
modification thereto, the terms of this Contract shall supersede. In no event shall any SOW or any 
modification thereto require the Supplier to perform any work beyond the scope of this Contract. 

An SOW may designate certain of Supplier’s personnel as Key Personnel or Project Managers. 
Supplier’s obligations with respect to Key Personnel and Project Managers shall be described in 
the applicable SOW. Failure of Supplier to perform in accordance with such obligations may be 
deemed a default of this Contract. 

An SOW may be written as follows: 

i.) Fixed Price Type 

A Fixed Price type SOW should be used when the Authorized User’s requirements can be set 
forth in sufficient detail as to allow for a fixed price to be developed. A Fixed Price type SOW 
may include cost-reimbursable line items for such expenses as travel and materials. A Fixed 
Price type SOW should include Deliverables and a milestone payment schedule associated 
with such Deliverables. 

ii.) Time and Materials Type 

A Time and Materials type SOW, which requires prior written approval by VITA, should be 
used when the Authorized User’s requirements are not sufficiently defined as to allow for a 
fixed price to be developed. A Time and Material type SOW shall list the Services to be 
performed by labor category of personnel, and, for each labor category: a) the number of 
hours allocated thereto, b) the hourly rate, and c) an extended price. A Time and Materials 
SOW shall contain a Not to Exceed funding limitation. Supplier shall not be obligated to incur 
costs in excess of such limitation, and the Authorized User shall not be obligated to 
reimburse Supplier for costs in excess of such limitation. 

The provisions of the Virginia Department of General Services, Division of Purchases and 
Supply Vendor’s Manual shall not apply to this Contract or any order or SOW issued 
hereunder. Any modification to an SOW that extends the period of performance beyond one 
(1) year or increases the value of such SOW above US$100,000 shall, absent the prior 
written approval of VITA, be voidable by VITA, in its sole discretion. If an SOW is voided by 
VITA, such SOW shall no longer be binding on either Party and all obligations with respect to 
such SOW shall expire. [Note: period of performance may be shorter than one (1) year, but 
not greater, and dollar values may be lower than $100,000 but not greater.] 

An Authorized User and Supplier may enter into an ordering agreement pursuant to this 
Contract. To the extent that such ordering agreement, or any order or SOW issued 
hereunder, include any terms and conditions inconsistent with the terms and conditions of 
this Contract, such terms and conditions shall be of no force and effect. 

 

C. Performance of Services 
Supplier shall provide personnel qualified to perform the Services required by any SOW issued 
hereunder. If any individual provided by Supplier fails to perform at an acceptable level of 
achievement of Requirements within a reasonable length of time, not exceed ten (10) business 
days, such Authorized User shall have the right to request that Supplier immediately remove such 
individual from performing on the SOW and replace such individual with a more qualified 
individual. For a time and materials type SOW, Authorized User may withhold payment for any 
hours billed by Supplier for such individual’s performance of the Services. Any disputes arising 
from the foregoing shall be resolved in accordance with the Dispute Resolution section of this 
Contract. 
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D. Authorized Users Responsibilities 
Unless otherwise agreed in writing in the SOW, the Authorized User will provide, as required, 
access to project documentation and to any technical manuals and references during the normal 
performance of duties. If work is to be performed by Supplier at Authorized User’s location, 
Authorized User shall also provide proper working facilities and consumable supplies 
commensurate with the task(s) to be performed. 

E. Change Orders 
All changes to the Services to be provided pursuant to any given SOW must be described in a 
written change request (template provided as Exhibit E), which includes any appropriate 
adjustments to the SOW. Either Party to an SOW may issue a change request that will be 
subject to written approval of the other Party before it becomes part of this Contract. In no event 
shall any SOW or any modification thereto require the Supplier or any of Supplier’s 
Subcontractors to perform any work beyond the scope of this Contract. 

F. Acceptance 
Service(s) shall be deemed accepted when the Authorized User determines that such Service(s) 
meets the Requirements set forth in the applicable order or SOW. If applicable, Supplier shall be 
responsible for ensuring that any individual Deliverable functions properly with any other Related 
Deliverable provided pursuant to the same SOW. Should a previously Accepted Deliverable 
require further modification in order to work properly with any other Related Deliverable, Supplier 
shall be responsible for all costs associated with such modification. 

Authorized User shall commence Acceptance testing within ten business (10) days, or within 
such other period as set forth in the applicable SOW, after receipt of the Service. Acceptance 
testing will be no longer than thirty (30) days, or such longer period as may be agreed in writing 
between Authorized User and Supplier, for each Deliverable or for the first instance of each 
Service type set forth in Exhibit D. Supplier agrees to provide to the Authorized User such 
assistance and advice as the Authorized User may reasonably require, at no additional cost, 
during such Acceptance testing. Authorized User shall provide to Supplier written notice of 
Acceptance upon completion of installation and successful Acceptance testing. Should 
Authorized User fail to provide Supplier written notice of successful or unsuccessful Acceptance 
testing within five business (5) days following the Acceptance testing period, the Service shall be 
deemed Accepted. 

G. Cure Period 
Supplier shall correct any non-conformities identified hereunder and shall thereafter re-submit 
such previously non-conforming Service or Deliverable for re-testing within seven (7) business 
days of the appropriate Authorized User’s written notice of non-conformance, or as otherwise 
agreed between such Authorized User and Supplier. In the event that Supplier fails to deliver a 
Service or Deliverable which meets the Requirements, the Authorized User may, in its sole 
discretion: (i) reject the Service or Deliverable in its entirety and recover amounts previously paid 
hereunder for Services or Deliverables that are identified and specified and mutually agreed upon 
in the SOW as having interdependencies with the non-conforming Service or Deliverable; 
(ii) issue a “partial Acceptance” of the Service or Deliverable with an equitable adjustment in the 
price to account for such deficiency; or (iii) conditionally accept the applicable Service or 
Deliverable while reserving its right to revoke Acceptance if timely correction is not forthcoming. 
Failure of a Service or a Deliverable to meet, in all material respects, the specifications and 
performance standards after the second set of acceptance tests may constitute cause to 
terminate the SOW for services provided as a Subcontractor Service, or constitute a default by 
the supplier for services provided solely by Supplier. Notwithstanding the foregoing, VITA or the 
Authorized User shall be entitled to pursue any other remedies that are available to it under this 
Contract and at law or in equity. 

For services provided under a SOW, if the Authorized User rejects the Service or Deliverable in  
its entirety, the Authorized User may seek to recover amounts previously paid to Supplier for such 
Service or Deliverable. In such event, Supplier, upon providing written notification to the 
Subcontractor providing such Service or Deliverable, may collect those amounts from the 
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Subcontractor. If, after a period of 60 days from the date of such written notification to 
subcontractor, Supplier is only able to collect less than the amount of such Service or Deliverable, 
then VITA or the Authorized User agrees to accept such amount in payment from Supplier while 
Supplier agrees to assign, in whole and in part, all actions, at law and otherwise, to VITA and/or 
the Authorized User to collect such amounts from the subcontractor. No other remedies available 
to the Authorized User under the SOW or this Contract or any modification thereto shall be 
affected. 

H. Training and Documentation 
Any training or documentation necessary for VITA and/or the Authorized User to have full benefit 
of the Services shall be deemed included in the scope of this Contract unless expressly excluded. 

I. Warranty Period 
90 days from Acceptance of the Deliverable, or such longer period as may be agreed to in the 
applicable SOW. 

J. Use of Deliverables 
Supplier grants to each ordering Authorized User a worldwide, royalty free, perpetual license to 
use, reproduce, display, distribute copies of, and prepare derivative works of the Deliverables to 
or for (i) Authorized User’s internal purposes, (ii) Authorized User’s client agencies within 
Commonwealth, (iii) third parties who have signed appropriate confidentiality agreements, and 
(iv) governmental or regulatory bodies as required by law or regulation. It is expressly understood 
that “perpetual” license rights shall commence upon delivery of the Service Deliverables to the 
Authorized User and shall exist in perpetuity. 

 
5. RIGHTS TO WORK PRODUCT 

If Authorized User is a state agency, board, commission, or other quasi-political entity of the 
Commonwealth of Virginia or other body referenced in Title 2.2 of the Code of Virginia, any license to 
pre-existing work shall be held by, and all rights in, title to, and ownership of Work Product shall vest 
with the Commonwealth. If Authorized User is a locality, municipality, school, school system, college, 
university, local board, local commission, or local quasi-political entity, any license to pre-existing 
work shall be held by, and all rights in, title to, and ownership of Work Product shall vest with that 
public body. 

A. Work Product 
VITA and Supplier each acknowledge that performance of this Contract may result in Work 
Product. The Parties shall document all Work Product specifications and such specifications   
shall be made an incorporated Exhibit to this Contract. Supplier agrees that it shall promptly and 
fully disclose to the Commonwealth or the Authorized User any and all Work Product generated, 
conceived, reduced to practice or learned by Supplier or any of its employees, either solely or 
jointly with others, during the term or performance of this Contract, which in any way relates to the 
business of the Commonwealth, VITA, or any Authorized User. Supplier further agrees that 
neither Supplier nor any of Supplier's employees, contractors, agents or subcontractors, nor any 
party claiming through Supplier or Supplier's employees, shall, other than in the performance of 
this Contract, make use of or disclose to others any proprietary information relating to the Work 
Product. All Services performed hereunder shall include delivery of all Work Product source  
code, object code, executables, and documentation. Supplier shall at no time deny access to the 
Work Product, regardless of form, by the Commonwealth or the Authorized User. Supplier agrees 
that it shall require all Subcontractors, pursuant to Exhibit C, to promptly and fully disclose to     
the ordering Authorized User any and all Work Product generated, conceived, reduced to practice 
or learned by Subcontractor or any of its employees, either solely or jointly with others, during    
the term of this Contract, which in any way relates to the business of the Authorized User. 

B. Ownership 
Supplier agrees that, whether or not the Services are considered “works made for hire” or an 
employment to invent, all Work Product discovered, created or developed under this Contract 
shall be and shall remain the sole and exclusive property of the Commonwealth of Virginia and its 
assigns or the Authorized User and its assigns. Except as specifically set forth in writing and 
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signed by both VITA and Supplier, or Authorized User and Supplier, Supplier agrees that the 
Commonwealth or the Authorized User shall have all rights with respect to any Work Product 
discovered, created or developed under this Contract by Supplier or any Subcontractor without 
regard to the origin of the Work Product. 

If and to the extent that Supplier or any Subcontractor may, under applicable law, be entitled to 
claim any ownership interest in the Work Product, Supplier and/or any of Supplier’s 
Subcontractors hereby irrevocably transfers, grants, conveys, assigns and relinquishes exclusively 
to the Commonwealth or the Authorized User any and all right, title and interest it now has           
or may hereafter acquire in and to the Work Product under patent, copyright, trade secret and 
trademark law in perpetuity or for the longest period otherwise permitted by law. If any moral 
rights are created, Supplier and/or any of Supplier’s Subcontractors waives such rights in the 
Work Product. Supplier and/or any of Supplier’s Subcontractors further agrees as to the Work 
Product to assist the Commonwealth or the Authorized User in every reasonable way to obtain 
and, from time to time, enforce patents, copyrights, and other rights and protection, and in 
protecting trade secrets, with respect to such Work Product, and to that end, Supplier and its 
employees and Subcontractors shall execute all documents for use in applying for and obtaining 
such patents, copyrights, and other rights and protection with respect to such Work Product, as 
the Commonwealth or the Authorized User may reasonably request, together with any 
assignments thereof to the Commonwealth or the Authorized User or entities designated by the 
Commonwealth or the Authorized User. The Supplier’s, it’s employees and it’s Subcontractor’s 
obligations to assist VITA and/or Authorized Users in obtaining and enforcing such rights shall 
continue beyond the termination of this Contract. 

The Supplier agrees and will require all Subcontractors to agree that neither Supplier, 
Subcontractor, Subcontractor’s employees, nor any party claiming through Supplier, 
Subcontractor or Subcontractor’s employees, shall, other than in the performance of this 
Contract, make use of or disclose to others any proprietary information relating to the Work 
Product. 

All Subcontractor Services performed hereunder shall include delivery of all source and object 
code and all executables and documentation. The Supplier agrees that it shall require all 
Subcontractors, pursuant to Exhibit C to provide the ordering Authorized User a copy of the most 
recent source code upon completion of the SOW or as specified as a deliverable in the SOW. 

C. Ownership of Intellectual Property 
Supplier represents and warrants that it is the sole and exclusive owner, or has the right to use, 
all Supplier’s deliverables, measurement and benchmarking tools, templates, methodologies, 
questionnaires, Supplier-proprietary research and copyrighted material and Supplier data 
(collectively, “Supplier’s Intellectual Property”) that are used in the course of performing 
consulting Services, provided that Supplier’s Intellectual Property was owned or licensed by 
Supplier prior to the effective date of this Contract or was developed, licensed, or obtained at 
Supplier’s expense. 

Supplier may, in the course of executing a SOW discover, create, or develop Work Product. All 
Work Product discovered, created or developed under any SOW issued hereunder shall be and 
remain the sole property of the Commonwealth and/or any authorized user and its assigns. 
Except as specifically set forth in writing and signed by both the authorized user and Supplier, 
Supplier agrees that the Authorized User shall have all rights with respect to any Work Product 
discovered, created or developed under this Contract without regard to the origin of the Work 
Product. 

If and to the extent that Supplier may, under applicable law, be entitled to claim any ownership 
interest in the Work Product, Supplier hereby transfers, grants, conveys, assigns and relinquishes 
exclusively to the Authorized User or Commonwealth any and all right, title and interest it now has 
or may hereafter acquire in and to the Work Product under patent, copyright, trade secret and 
trademark law in perpetuity or for the longest period otherwise permitted by law. If any moral rights 
are created, Supplier waives such rights in the Work Product. Supplier further agrees as to the 
Work Product to assist the Authorized User in every reasonable way to obtain and, from time 
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to time, enforce patents, copyrights, trade secrets and other rights and protection relating to the 
Work Product, and to that end, Supplier and its subcontractors or employees shall execute all 
documents for use in applying for and obtaining such patents, copyrights, trade secrets and other 
rights and protection with respect to such Work Product, as the Authorized User may reasonable 
request, together with any assignments thereof to the Authorized User or entities designated by it. 
Supplier’s and its employees’ obligations to assist the Authorized User in obtaining and enforcing 
such rights shall continue beyond the termination of this Contract or any SOW issued hereunder. 

The Supplier hereby agrees that, notwithstanding anything else in this Contract, in the event of 
any breach of this Contract by VITA or any Authorized User, the Supplier’s remedy shall not 
include any right to rescind, otherwise revoke, or invalidate the provisions of this Section. 
Similarly, no termination of the Contract by VITA, or a termination of any SOW by an Authorized 
User, shall have the effect of rescinding the provisions of this Section. 

With the exception of the foregoing, Supplier shall retain sole and exclusive ownership of 
Supplier’s Intellectual Property. 

D. Pre-existing Work 
If and to the extent that any pre-existing rights are embodied or reflected in the Service 
Deliverables, Supplier and any of its Subcontractors hereby grants to the Commonwealth or the 
Authorized User an irrevocable, perpetual, non-exclusive, worldwide, royalty-free right and  
license to (i) use, modify, transmit, execute, reproduce, display, perform, distribute copies of and 
prepare derivative works based upon such pre-existing rights and any derivative works thereof, 
and (ii) authorize others to do any or all of the foregoing. It is expressly understood that 
“perpetual” license rights shall commence upon delivery of the Service Deliverables and shall 
exist in perpetuity unless otherwise terminated in accordance with the applicable provisions of the 
Contract. 

E. Return of Materials 
Upon termination of this Contract, Supplier shall immediately return to VITA or the appropriate 
Authorized User all copies, in whatever form, of any and all Confidential Information, Work 
Product and other properties provided by VITA or such Authorized User, which are in Supplier's 
possession, custody or control. 

 
6. SUPPLIER PERSONNEL AND RESPONSIBILITIES 

A. Selection and Management of Supplier Personnel 
Supplier shall take such steps as may be necessary to ensure that all Supplier personnel 
performing Services under this Contract are competent and knowledgeable of the contractual 
arrangements and the applicable orders and SOWs between Authorized User and Supplier. 
Supplier shall be solely responsible for the conduct of its employees, agents, and Subcontractors, 
including all acts and omissions of such employees, agents, and Subcontractors, and shall  
ensure that such employees and subcontractors comply with the appropriate Authorized User’s 
site security, information security and personnel conduct rules, as well as applicable federal, state 
and local laws, including export regulations. Authorized User reserves the right to require the 
immediate removal from such Authorized User’s premises of any employee, Subcontractor or 
agent of Supplier whom such Authorized User believes has failed to comply or whose conduct or 
behavior is unacceptable or unprofessional or results in a security or safety breach. 

Supplier agrees to have full time (Richmond metro area) local resources dedicated to the support 
of this Contract at all times during the term of this contract. 

B. Supplier Personnel Supervision 
Supplier acknowledges that Supplier, or any of its agents, contractors, or subcontractors, is and 
shall be the employer of Supplier personnel, and shall have sole responsibility to supervise, 
counsel, discipline, review, evaluate, set the pay rates of, provide (to the extent required by law) 
health care and other benefits for, and terminate the employment of Supplier personnel. Neither 
VITA nor an Authorized User shall have any such responsibilities for Supplier or Subcontractor 
personnel. 
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C. Key Personnel 
An SOW may designate certain of Subcontractor’s personnel as Key Personnel or Project 
Managers. Supplier and/or Subcontractor’s obligations with respect to Key Personnel and Project 
Managers shall be described in the applicable SOW. Failure of Supplier or Subcontractor to 
perform in accordance with such obligations may be deemed a default of this Contract or of the 
applicable SOW. 

 
7. REPRESENTATIONS AND WARRANTY OF SERVICES AND SUBCONTRACTOR SERVICES 

With respect to the right to the Services provided by Supplier and the Subcontractor Services, 
Supplier represents and warrants the following: 

A. Ownership 
Supplier has the right to provide the services, including Deliverables, without violating or infringing 
any law, rule, regulation, copyright, patent, trade secret or other proprietary right of any third party. 

B. Performance 
All Services and Subcontractor Services shall be performed with care, skill and diligence, 
consistent with or above applicable professional standards consistently recognized in its 
profession, and Supplier shall be responsible for the professional quality, technical accuracy, 
completeness and coordination of all plans, information, specification, computer programs, 
software, Deliverables, Subcontractor Services and Services furnished under this Contract. 

The Services shall meet or exceed the Solution Requirements. 

The Services and Subcontractor Services shall be performed in a professional manner. 

C. Subcontractors 
Supplier represents and warrants that any authorized subcontractors performing the Services 
shall perform the Services in accordance with the warranties set forth in this Contract and the 
SOW. The Supplier will be (i) responsible for all work performed by subcontractors, (ii) will be 
responsible for Subcontractors compliance with the Contract and (iii) guarantee the performance 
of any services provides by the Supplier’s subcontractors (including but not limited to liability for 
all subcontractors adherence with all technical and operational specifications.) The Supplier will 
be responsible for payment of its subcontractors and will indemnify VITA against any claims 
resulting from Supplier’s failure to pay. 

If an order or SOW issued pursuant to this Contract is supported in whole or in part with federal 
funds, Supplier shall not subcontract any Services pursuant to such order or SOW to any 
subcontractor that is a party excluded from Federal Procurement and Nonprocurement Programs. 
In no event shall Supplier subcontract any Services to any subcontractor which is debarred by the 
Commonwealth of Virginia or which owes back taxes to the Commonwealth and has not made 
arrangements with the Commonwealth for payment of such back taxes. 

All Subcontractor Personnel performing Services under this Contract will have a W-2 or 1099 
relationship to the Subcontractor, or be no more than one relationship layer removed from the 
Subcontractor. 

 
8. SUPPLIER TO SUBMIT ANNUAL OPERATIONAL PLAN 

Supplier agrees to complete an operational plan (refer to Exhibit G, Attachments 1 and 2) for 
submission to VITA each year which shall address the following: 

i.) Activities to market the contract to other public bodies and localities. 

ii.) Quarterly updating and improvements in supplier portal and website and other 
communication media to improve marketing and information to other public bodies and 
localities. 

iii.) Development of a strategy to improve senior level operations and executive level reporting. 

iv.) Schedule for VMS training needed for new users, Authorized Users, version updating and 
maintenance. 
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v.) Improvements to senior level reporting as well as updates to Authorized Users, managers 
and resource handbooks. 

Supplier will meet with VITA personnel responsible for managing the contract for an annual planning 
session prior to the submission of the first operational plan and prior to each subsequent updated 
annual plan. 

 
9. POLICIES AND PROCEDURES GUIDE 

Within 30 days of the effective date of the Contract, Supplier will provide VITA will a policy and 
procedures guide that describes how the Supplier and VITA will work together and how services are 
to be delivered. The guide will provide process diagram details, working activities, interface points 
with VITA and Supplier deliverables. Updated versions of the guide will be provided by Supplier to 
VITA and all Authorized Users every 6 months during the terms of the Contract. 

 
 

10. REQUIRED MEETINGS WITH VITA 
Supplier will conduct regular meetings with VITA, customer advisory groups and senior management. 
The meetings will include: 

i.) Quarterly business reviews of trends, performance, labor market data, subcontractor 
performance, supplier performance to SLA, improvement plans and activities. 

ii.) Monthly progress meetings to review and discuss program on program initiatives and 
challenges 

iii.) Weekly operations meeting to review current status of engagements 
 

11. SERVICE LEVEL AGREEMENT CREDITS 
Supplier agrees to identify and calculate all credits due for outages, performance failures or failure to 
meet any service level. All service levels will be computed on a monthly basis. Supplier will ensure 
that all credits due VITA are provided automatically without requiring VITA to submit a claim or 
request, and are clearly identified on the credit note to which they are posted (including specifically 
identifying on the credit note the outage to which the service credit applies.). Service credits will be 
issued no later than 60 days after such outage or failure to meet such service level occurs.  The 
Service Level Agreements will be reviewed monthly by VITA and the Supplier to identify any issues 
that may need immediate attention and may be reviewed again during the quarterly meetings 
between VITA and the Supplier. Supplier will be allowed a 60 day grace period during the 
implementation phase of the contract to ramp up services, without scoring on any of the performance 
metrics in the Service Level Agreements (SLAs). Supplier will begin measuring the service levels 
immediately after completion of implementation and migration, beginning with the next calendar 
quarter, or 60 days thereafter, whichever is longer. 

 
 

12. CONTRACT DATA 
The following requirements pertain to all Contract Data: 

A. Correcting Errors and Inaccuracies 
At Supplier’s expense, Supplier shall promptly correct any errors or inaccuracies in the Contract 
Data that are caused by Supplier or Supplier’s subcontractors. 

B. Secure Retention of Contract Data 
During the term of any agreement between VITA and the Supplier (including during any period of 
transition assistance) Supplier shall maintain a copy of all Contract Data and shall make secure 
back-ups of the Contract Data on a regular basis. 

If, due to an act or omission of Supplier, any Contract Data is corrupted, lost or sufficiently 
degraded as to be unusable, the Supplier will, at its sole cost and expense, as soon as 
reasonably practicable and so far as it is reasonably capable, carry out such remedial action as is 
required to restore the Contract Data as VITA may reasonably require. 
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C. Return of VITA Data 
At any time during the term of the Contract, at VITA’s request, Supplier shall provide VITA with a 
copy of the Contract Data in the format requested by VITA. Upon termination or expiration of the 
Contract the Supplier must return all Contract Data to VITA or to VITA’s nominated agent in the 
format requested by VITA. The Supplier will provide reasonable assistance to VITA or to VITA’s 
nominated agent in order to transition the responsibilities with respect to the use of and 
maintenance of the Contract Data back to VITA or to VITA’s nominated agent as required. 

 
13. RESERVED 

 
 

14. GENERAL WARRANTY 
With respect to the Services provided by Supplier, Supplier represents and warrants the following: 

A. Ownership 
Supplier has the right to provide the Services, including Deliverables, without violating or 
infringing any law, rule, regulation, copyright, patent, trade secret or other proprietary right of any 
third party. 

B. Supplier’s Viability 
Supplier warrants that it has the financial capacity to perform and continue to perform its 
obligations under this Contract; that Supplier has no constructive or actual knowledge of an actual 
or potential legal proceeding being brought against Supplier that could materially adversely affect 
performance of this Contract; and that entering into this Contract is not prohibited by any contract, 
or order by any court of competent jurisdiction. 

C. Supplier’s Past Experience 
Supplier warrants that the Services have been successfully performed for a non-related third- 
party without significant problems due to the Services or Supplier. 

D. Performance 
All Supplier Services and all Subcontractor Services shall be performed with care, skill and 
diligence, consistent with or above applicable professional standards currently recognized in its 
profession, and Supplier shall be responsible for the professional quality, technical accuracy, 
completeness and coordination of all plans, information, specifications, Deliverables and Services 
furnished under this Contract; 

Services pursuant to a particular Request for Proposal (“RFP”), quote, or Request for Quote 
(RFQ), and any associated Deliverables shall be fit for the particular purposes specified by VITA 
in the RFP and in this Contract and, if applicable, by the Authorized User requesting such quote 
or issuing such RFQ, and Supplier is possessed of superior knowledge with respect to the 
Services and Deliverables and is aware that all Authorized Users are relying on Supplier's skill 
and judgment in providing the Services and Deliverables; 

The Services and Deliverables shall meet or exceed the Requirements and shall be performed in 
a professional manner; 

The Supplier warrants that the documentation which Supplier is required to provide under this 
Contract shall be sufficient in detail and content to allow a user, possessing sufficient technical 
knowledge, to understand fully the software or other Deliverables without reference to any other 
materials or information. 

E. Performance Service Standards and Remedies 
Supplier will meet or exceed the Service levels detailed in Exhibit B attached hereto. In the event 
Supplier fails to meet the Service levels, Supplier agrees to the following remedies: 

A discussion will take place between Supplier representatives and the VITA contract manager. 
Supplier will be given a warning and a plan will be developed to improve on the problem areas 
within thirty (30) days. 
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If a second monthly review occurs with minimal or no improvement in the problem areas, Supplier 
will be placed on Probation, and Supplier will be given two (2) months to improve their overall 
service score. 

If a third monthly review with below-threshold score occurs within the two (2) month probationary 
period, the Supplier will be required to give a one percent (1%) rebate on the month’s revenue 
back to each Authorized User which has provided revenue to Supplier. 

If a fourth below-threshold score occurs within the next three (3) months, Supplier will be required 
to provide a three percent (3%) rebate on the month’s revenue back to each Authorized User 
which has provided revenue to Supplier, and the Contract may be terminated by VITA. 

F. Malicious Code 
Supplier agrees that it will commit its Subcontractor to using best efforts through quality 
assurance procedures to ensure that there are no computer viruses or undocumented features in 
any of the media or means used to deliver the Services. Supplier will commit that its 
Subcontractors h has used the best available means to scan any media on which Deliverables 
are provided to the Authorized User. 

G. Limited Warranty Period and Remedy 
During the Warranty Period, Supplier warrants that the Deliverables do not contain any material 
errors and shall conform to the Requirements outlined in the SOW. Supplier shall correct all errors 
at no additional cost to any Authorized User. If Supplier is unable to make the Deliverable 
conform, in all material respects, to the SOW Requirements within ten (10) days, or a time period 
mutually agreed upon or specified in the SOW, following written notification by an Authorized 
User, Supplier shall, at such Authorized User’s request, accept return of such Deliverable and any 
other Related Deliverable(s) from the same SOW rendered unusable, and return all monies paid 
by such Authorized User for the non-conforming Deliverable and such other Related 
Deliverable(s) rendered unusable. For Subcontractor Services, return of monies to the Authorized 
User will occur within 10 days of receipt by Supplier of monies returned by subcontractor(s) for the 
non-conforming deliverables. Supplier will only be responsible for reimbursing the Authorized 
User such amounts as Supplier has received from the subcontractor(s) for the non-conforming 
deliverables. 

 
 

THE OBLIGATIONS OF SUPPLIER UNDER THIS GENERAL WARRANTY SECTION ARE 
MATERIAL. SUPPLIER MAKES NO OTHER WARRANTIES, EXPRESS OR IMPLIED, INCLUDING 
WITHOUT LIMITATION ANY CONCERNING MERCHANTABILITY OR FITNESS FOR ANY OTHER 
PARTICULAR PURPOSE. 

 
15. TRAINING AND DOCUMENTATION 

Any training or documentation necessary for an Authorized User to have full benefit of the 
Subcontractor Services shall be deemed included in the scope of the applicable order or SOW unless 
expressly excluded. 

 
16. ORDERS AND COMPENSATION 

A. Order 
Supplier is required to accept any order placed by an Authorized User through the eVA electronic 
procurement website portal (http://www.eva.virginia.gov/). eVA is the Commonwealth of   
Virginia’s e-procurement system. State agencies, as defined in §2.2-2006 of the Code of Virginia, 
shall order through eVA. All other Authorized Users are encouraged to order through eVA, but 
may order through the following means: 

i.) Purchase Order (PO): An official PO form issued by an Authorized User. 

This ordering authority is limited to issuing orders for the Services available under this Contract. 
Under no circumstances shall any Authorized User have the authority to modify this Contract. An 
order from an Authorized User may contain additional terms and conditions; however, to the 
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extent that the terms and conditions of the Authorized User’s order are inconsistent with the terms 
and conditions of this Contract, the terms of this Contract shall supersede. 

Notwithstanding the foregoing, Supplier shall not accept any order from an Authorized User if 
such order is to be funded, in whole or in part, by federal funds and if, at the time the order is 
placed, Supplier is not eligible to be the recipient of federal funds as may be noted on any of the 
Lists of Parties Excluded from Federal Procurement and Nonprocurement Programs. 

ALL CONTRACTUAL OBLIGATIONS UNDER THIS CONTRACT IN CONNECTION WITH AN 
ORDER PLACED BY ANY AUTHORIZED USER ARE THE SOLE OBLIGATION OF SUCH 
AUTHORIZED USER AND NOT THE RESPONSIBILITY OF VITA UNLESS SUCH 
AUTHORIZED USER IS VITA. 

B. Purchase Price and Price Protection 
Exhibit F sets forth the fees and the appropriate Commonwealth discounts. Supplier’s 
management fees shall not increase and discounts shall not decrease for a period of not less than 
two (2) years from the Effective Date. Thereafter, no such increase shall exceed the lesser of 
three percent (3%) or the annual increase in the Consumer Price Index for All Urban Consumers 
(CPI-U), U.S. City Average, All Items, not seasonally adjusted, as published by the              
Bureau of Labor Statistics of the Department of Labor (http://www.bls.gov/cpi/home.htm), for the 
effective date of the increase compared with the same index one (1) year prior. Any such change 
in price shall be submitted in writing in accordance with the above and shall not become effective 
for sixty (60) days thereafter. Supplier shall demonstrate the added value for any requested price 
increase. Any such change in price shall be submitted to VITA in writing in accordance with the 
above and shall not become effective for sixty (60) days thereafter. Semi-annually, the resource 
rates set forth in Exhibit F shall be checked against the applicable market index, or other 
applicable industry data, and the prices in Exhibit F shall be appropriately adjusted to ensure 
continued price competitiveness, if required. Supplier agrees to offer price reductions to ensure 
compliance with the Competitive Pricing Section. 

C. Purchase Payment Terms and Invoice Procedures 
Supplier is responsible for the accuracy of its billing information. Supplier agrees not to issue 
invoices hereunder until Services have been performed or milestones have met Acceptance 
criteria. Charges for Services accepted more than ninety (90) days prior to receipt of a valid 
invoice may not be paid, except in accordance with a milestone payment schedule. Should 
Supplier repeatedly over bill Authorized User, Authorized User may assess a one percent (1%) 
charge for the amount over billed for each month that such overbilling continues. 

If there are any disputed items, the appropriate Authorized User shall pay all undisputed charges 
and promptly notify Supplier in writing of any disputed amount. Supplier shall thereupon review 
its records, and, if it does not concur with such Authorized User, provide such Authorized User 
with documentation to support the charge. If such charges remain in dispute, such dispute shall 
be resolved in accordance with the Dispute Resolution section of this Contract. In the absence of 
the Supplier’s written evidence identifying the merit of the disputed amounts, Authorized User 
may not pay the disputed amounts and may consider the matter concerning the specific identified 
amounts closed. All payment terms are net 30 days after Acceptance. 

For an SOW with a period of performance not expected to exceed one (1) month, Supplier shall 
remit each invoice to the “bill-to” address provided with the SOW promptly after all Deliverables or 
Services have been accepted and in accordance with the milestone payment schedule, if any, in 
the applicable SOW. For a time and material type SOW with a period of performance expected to 
exceed one (1) month, Supplier shall submit invoices to the ordering Authorized User monthly in 
arrears, unless otherwise specified in such SOW. For a fixed price type SOW, Supplier shall 
invoice in accordance with the milestone payment schedule, if any, in the applicable SOW; if such 
SOW does not include a milestone payment schedule, Supplier shall invoice after all Deliverables 
or Services have been accepted by the ordering Authorized User. 

Supplier will not be required to honor Credit card payments. 

Invoices issued by the Supplier shall identify at a minimum: 
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i).   Deliverable or Service type, or project milestone, and description 

ii).  Quantity, charge and extended pricing for each Deliverable and/or Service item or milestone; 
or, for a time and materials type order, the name(s) of the assigned employee(s), the hourly 
rate(s), and the number of hours worked; 

iii). Applicable SOW date 

iv). This Contract number and the applicable order number 

v).  Supplier’s Federal Employer Identification Number (FEIN). 

ALL CONTRACTUAL OBLIGATIONS UNDER THIS CONTRACT IN CONNECTION WITH AN 
SOW PLACED BY ANY AUTHORIZED USER ARE THE SOLE OBLIGATION OF SUCH 
AUTHORIZED USER AND NOT THE RESPONSIBILITY OF VITA UNLESS SUCH 
AUTHORIZED USER IS VITA. 

D. Reimbursement of Expenses 
If allowable pursuant to an Authorized User’s SOW, such Authorized User shall pay, or reimburse 
Supplier, for all reasonable and actual travel-related expenses for greater than thirty (30) miles 
from portal to portal incurred by Supplier during the relevant period; provided, however, that such 
Authorized User shall only be liable to pay for Supplier’s travel-related expenses, including 
transportation, meals, lodging and incidental expenses, that have been authorized by such 
Authorized User in advance and which will be reimbursable by such Authorized User at the then- 
current per diem amounts as published by the Virginia Department of Accounts 
(http://www.doa.virginia.gov/, or a successor URL(s)). 

All reimbursed expenses will be billed to the Authorized User on a pass-through basis without any 
markup by Supplier. At Authorized User’s request, Supplier shall provide copies of receipts for all 
travel expenses over US$20.00. 

E. Overtime Policy 
No overtime premiums will be paid by Supplier for work which is performed under normal 
business hours (8:00 a.m. local time – 5:00 p.m. local time) in order to complete a task on time, 
unless otherwise agreed to in writing in advance by Authorized User. 

 
17. REPORTING 

Supplier is required to submit to VITA the following monthly reports: 

i.) Report of Sales; and 

ii.) Small Business Subcontracting Report 
These reports must be submitted using the instructions found at the following URL:  
http://www.vita.virginia.gov/scm/default.aspx?id=97 

Failure to comply with all reporting requirements may result in default of the Contract. 

Suppliers are encouraged to review the site periodically for updates on Supplier reporting. 

18. STEERING COMMITTEE 
In order to facilitate mutually beneficial contractual relationships with suppliers, VITA has procedures 
for establishing a steering committee (“Steering Committee”), consisting of senior management 
personnel, including personnel involved in the contractual relationship, from VITA and Supplier. 

Roles of the Steering Committee include but are not limited to a) identifying potential issues which 
may arise during the performance of a contract, b) discussing and assigning roles and responsibilities, 
c) establishing methods for quickly resolving potential disputes, d) setting rules for         
communication and decision making, e) monitoring and measuring the business relationship between 
the parties, and f) acting as a final decision board for escalated problems. 

A meeting of the Steering Committee is intended to be a forum for brainstorming and sharing ideas, 
emphasizing respect, cooperation, and access, with the end goal of developing relationships to avoid 
conflict. A facilitator may, but is not required to, conduct a meeting of the Steering Committee. 
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A Steering Committee for this Contract will be formed at VITA’s option. Meetings may be held at any 
time during the Contract term, should VITA, at its sole discretion, determine that a meeting(s) would 
be beneficial to the contractual relationship, and Supplier agrees to participate in such meeting(s). In 
addition, Supplier may at any time submit a written request to VITA for a meeting of the Steering 
Committee, which VITA will not unreasonably deny. 

Supplier shall ensure the availability of the appropriate personnel to meet with the VITA contract 
management team. Additional Steering Committee meetings involving representatives from VITA, the 
Supplier, and an Authorized User may be required prior to or during performance on any specific 
Statement of Work issued pursuant to this Contract. 

 
19. COMPETITIVE PRICING 

Supplier warrants and agrees that each of the charges, economic or product terms or warranties 
granted pursuant to this Contract are comparable to or better than the equivalent charge, economic or 
product term or warranty being offered to any commercial or government customer of Supplier. If 
Supplier enters into any arrangements with another customer of Supplier to provide Services under 
more favorable prices, as the prices may be indicated on Supplier’s current U.S. and International 
price list or comparable document, then this Contract shall be deemed amended as of the date of  
such other arrangements to incorporate those more favorable prices, and Supplier shall immediately 
notify VITA of such change. 

 
20. CONFIDENTIALITY 

A. Treatment and Protection 
Each Party shall (i) hold in strict confidence all Confidential Information of any other Party, (ii) use 
the Confidential Information solely to perform or to exercise its rights under this Contract, and (iii) 
not transfer, display, convey or otherwise disclose or make available all or any part of such 
Confidential Information to any third-party. However, an Authorized User may disclose the 
Confidential Information as delivered by Supplier to subcontractors, contractors or agents of such 
Authorized User that are bound by non-disclosure contracts with such Authorized User. Each 
Party shall take the same measures to protect against the disclosure or use of the Confidential 
Information as it takes to protect its own proprietary or confidential information (but in no event 
shall such measures be less than reasonable care). 

B. Exclusions 
The term “Confidential Information” shall not include information that is: 

i).   in the public domain through no fault of the receiving Party or of any other person or entity 
that is similarly contractually or otherwise obligated; 

ii).  obtained independently from a third-party without an obligation of confidentiality to the 
disclosing Party and without breach of this Contract; 

iii). developed independently by the receiving Party without reference to the Confidential 
Information of the other Party; or 

iv). required to be disclosed under The Virginia Freedom of Information Act (§§2.2-3700 et seq. 
of the Code of Virginia) or similar laws or pursuant to a court order. 

C. Return or Destruction 
Upon the termination or expiration of this Contract or upon the earlier request of the disclosing 
Authorized User, Supplier shall (i) at its own expense, (a) promptly return to the disclosing 
Authorized User all tangible Confidential Information (and all copies thereof except the record 
required by law) of the disclosing Authorized User, or (b) upon written request from the disclosing 
Authorized User, destroy such Confidential Information and provide the disclosing Authorized 
User with written certification of such destruction, and (ii) cease all further use of the Authorized 
User’s Confidential Information, whether in tangible or intangible form. 

VITA or the Authorized User shall retain and dispose of Supplier’s Confidential Information in 
accordance with the Commonwealth of Virginia’s records retention policies or, if Authorized User 



Contract VA-130620-CAI Page 21 of 27 

 

 

is not subject to such policies, in accordance with such Authorized User’s own records retention 
policies. 

D. Confidentiality Statement 
All Supplier personnel, contractors, agents, and subcontractors performing Services pursuant to 
this Contract shall be required to sign a confidentiality statement or non-disclosure agreement. 
Any violation of such statement or agreement shall be shall be deemed a breach of this Contract 
and may result in termination of the Contract or any order or SOW issued hereunder. 

 
21. LIABILITY AND INDEMNIFICATION 

A. Indemnification 
Supplier agrees to indemnify, defend and hold harmless the Commonwealth, VITA, any 
Authorized User, their officers, directors, agents and employees (collectively, “Commonwealth’s 
Indemnified Parties”) from and against any and all losses, damages, claims, demands, 
proceedings, suits and actions, including any related liabilities, obligations, losses, damages, 
assessments, fines, penalties (whether criminal or civil), judgments, settlements, expenses 
(including attorneys’ and accountants’ fees and disbursements) and costs (each, a “Claim” and 
collectively, “Claims”), incurred by, borne by or asserted against any of Commonwealth’s 
Indemnified Parties to the extent such Claims in any way relate to, arise out of or result from: (i) 
any intentional or willful conduct or negligence of any employee, agent, or subcontractor of 
Supplier, (ii) any act or omission of any employee, agent, or subcontractor of Supplier, (iii) 
breach of any representation, warranty or covenant of Supplier contained herein, (iv) any defect 
in the Deliverables or the Services, or (v) any actual or alleged infringement or misappropriation 
of any third party’s intellectual property rights by any of the Deliverables or Services. Selection 
and approval of counsel and approval of any settlement shall be accomplished in accordance 
with all applicable laws, rules and regulations. For state agencies the applicable laws include §§ 
2.2-510 and 2.2-514 of the Code of Virginia. In all cases the selection and approval of counsel 
and approval of any settlement shall be satisfactory to the Commonwealth. 

In the event that a Claim is commenced against any of Commonwealth’s Indemnified Parties 
alleging that use of any Deliverable or that the provision of Services under this Contract infringes 
any third party’s intellectual property rights and Supplier is of the opinion that the allegations in 
such Claim in whole or in part are not covered by this indemnification provision, Supplier shall 
immediately notify VITA and the affected Authorized User(s) in writing, via certified mail, 
specifying to what extent Supplier believes it is obligated to defend and indemnify under the 
terms and conditions of this Contract. Supplier shall in such event protect the interests of the 
Commonwealth’s Indemnified Parties and secure a continuance to permit VITA and the affected 
Authorized User(s) to appear and defend their interests in cooperation with Supplier as is 
appropriate, including any jurisdictional defenses VITA or the affected Authorized User(s) may 
have. 

In the event of a Claim pursuant to any actual or alleged infringement or misappropriation of any 
third party’s intellectual property rights by any of the Services or Deliverables, and in addition to 
all other obligations of Supplier in this Section, Supplier shall at its expense, either (a) procure 
for all Authorized Users the right to continue use of such infringing Services or Deliverables; or 
(b) replace or modify such infringing Services or Deliverables with non-infringing deliverables or 
services satisfactory to VITA. And in addition, Supplier shall provide any Authorized User with 
comparable temporary replacement deliverables and services, or reimburse VITA or any 
Authorized User for the reasonable costs incurred by VITA or such Authorized User in obtaining 
alternative deliverables and services in the event such Authorized User cannot use the affected 
Deliverable or benefit from the affected Services. If Supplier cannot accomplish any of the 
foregoing within a reasonable time and at commercially reasonable rates, then Supplier shall 
accept the return of the infringing Services or Deliverables, along with any other Services or 
Deliverables rendered unusable by any Authorized User as a result of the infringing Services or 
Deliverables, and refund the price paid to Supplier for such Services and Deliverables. 
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B. Liability 
Supplier’s liability to the Commonwealth under this Contract for breach of this Contract’s 
confidentiality, security, or indemnification provisions shall be limited to the greater of two (2) 
times the value of the applicable Statement of Work or $2,000,000. Supplier’s liability to the 
Commonwealth under this Contract shall, for breach of this Contract by Supplier, if the breach 
arises from any intentional, willful, or negligent act or omission of any employee, agent, or 
subcontractor of Supplier or if the damages are based on bodily injury, death, or damage to real 
property or tangible personal property be limited to (2) two times the annual value of the 
Contract.  The limitation shall apply on a per-incident basis, it being understood that multiple 
losses stemming from the same root cause constitute a single incident. 

EXCEPT FOR CLAIMS COVERED BY THE ABOVE DOLLAR LIMITATION, NEITHER PARTY 
SHALL BE LIABLE TO THE OTHER PARTY FOR INDIRECT, INCIDENTAL, 
CONSEQUENTIAL OR PUNITIVE DAMAGES UNDER THIS CONTRACT, INCLUDING 
(WITHOUT LIMITATION) LOSS OF PROFIT, INCOME OR SAVINGS, EVEN IF ADVISED OF 
THE POSSIBILITY THEREOF. 

 
22. INSURANCE 

In addition to the insurance coverage required by law as specified in the URL identified in the 
Incorporated Contractual Provisions section of this Contract, Supplier shall carry errors and omissions 
insurance coverage in the amount of $1,000,000 per occurrence. 

 
23. SECURITY COMPLIANCE 

Supplier agrees to comply with all provisions of the then-current Commonwealth of Virginia security 
procedures, published by the Virginia Information Technologies Agency (VITA) and which may be 
found at (http://www.vita.virginia.gov/library/default.aspx?id=537#securityPSGs) or a successor 
URL(s), as are pertinent to Supplier's operation. Supplier further agrees to comply with all provisions 
of the relevant Authorized User’s then-current security procedures as are pertinent to Supplier’s 
operation and which have been supplied to Supplier by such Authorized User. Supplier shall also 
comply with all applicable federal, state and local laws and regulations. For any individual Authorized 
User location, security procedures may include but not be limited to: background checks, records 
verification, photographing, and fingerprinting of Supplier’s employees or agents. Supplier may, at  
any time, be required to execute and complete, for each individual Supplier employee or agent, 
additional forms which may include non-disclosure agreements to be signed by Supplier’s employees 
or agents acknowledging that all Authorized User information with which such employees and agents 
come into contact while at the Authorized User site is confidential and proprietary. Any unauthorized 
release of proprietary or Personal information by the Supplier or an employee or agent of Supplier 
shall constitute a breach of its obligations under this Section and the Contract. 

Supplier shall immediately notify VITA and Authorized User, if applicable, of any Breach of 
Unencrypted and Unredacted Personal Information, as those terms are defined in Virginia Code 18.2- 
186.6, and other personal identifying information, such as insurance data or date of birth, provided by 
VITA or Authorized User to Supplier. Supplier shall provide VITA the opportunity to participate in the 
investigation of the Breach and to exercise control over reporting the unauthorized disclosure, to the 
extent permitted by law. 

Supplier shall indemnify, defend, and hold the Commonwealth, VITA, the Authorized User, their 
officers, directors, employees and agents harmless from and against any and all fines, penalties 
(whether criminal or civil), judgments, damages and assessments, including reasonable expenses 
suffered by, accrued against, or charged to or recoverable from the Commonwealth, VITA, the 
Authorized User, their officers, directors, agents or employees, on account of the failure of Supplier to 
perform its obligations pursuant this Section. 

 
24. BANKRUPTCY 

If Supplier becomes insolvent, takes any step leading to its cessation as an going concern, fails to 
pay its debts as they become due, or ceases business operations continuously for longer than fifteen 
(15) business days, then VITA may immediately terminate this Contract on notice to Supplier unless 
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Supplier immediately gives VITA adequate assurance of the future performance of this Contract. If 
bankruptcy proceedings are commenced with respect to Supplier, and if this Contract has not 
otherwise terminated, then VITA may suspend all further performance of this Contract until Supplier 
assumes this Contract and provides adequate assurance of performance thereof or rejects this 
Contract pursuant to Section 365 of the Bankruptcy Code or any similar or successor provision, it 
being agreed by the Parties that this is an executory contract. Any such suspension of further 
performance by VITA pending Supplier’s assumption or rejection shall not be a breach of this 
Contract and shall not affect VITA’s right to pursue or enforce any of its rights under this Contract or 
otherwise. 

 
25. IMPORT/EXPORT 

In addition to compliance by Supplier with all export laws and regulations, VITA requires that any data 
deemed “restricted” or “sensitive” by either federal or state authorities, must only be collected, 
developed, analyzed, or otherwise used or obtained by persons or entities working within the 
boundaries of the United States. 

 
26. GENERAL PROVISIONS 

A. Relationship Between VITA and Authorized User and Supplier 
Supplier has no authority to contract for VITA or any Authorized User or in any way to bind, to 
commit VITA or any Authorized User to any agreement of any kind, or to assume any liabilities of 
any nature in the name of or on behalf of VITA or any Authorized User. Under no circumstances 
shall Supplier, or any of its employees, hold itself out as or be considered an agent or an 
employee of VITA or any Authorized User, and neither VITA nor any Authorized User shall have 
any duty to provide or maintain any insurance or other employee benefits on behalf of Supplier or 
its employees. Supplier represents and warrants that it is an independent contractor for purposes 
of federal, state and local employment taxes and agrees that neither VITA nor any Authorized 
User is responsible to collect or withhold any federal, state or local employment taxes, including, 
but not limited to, income tax withholding and social security contributions, for Supplier. Any and 
all taxes, interest, or penalties (including but not limited to any federal, state, or local withholding 
or employment taxes, and any penalties related to health care or employee benefits laws) that are 
imposed, assessed, or levied as a result of this Contract or Services performed pursuant to this 
Contract shall be paid or withheld by Supplier or, if assessed against and paid by VITA or any 
Authorized User, shall be reimbursed by Supplier upon demand by VITA or such Authorized User. 

B. Incorporated Contractual Provisions 
The then-current contractual provisions at the following URL are mandatory contractual 
provisions, required by law or by VITA, and that are hereby incorporated by reference:  
http://www.vita.virginia.gov/uploadedFiles/SCM/StatutorilyMandatedTsandCs.pdf 

The contractual claims provision §2.2-4363 of the Code of Virginia and the required eVA 
provisions at http://www.vita.virginia.gov/uploadedFiles/SCM/eVATsandCs.pdf are also 
incorporated by reference. 

The then-current terms and conditions in documents posted to the aforereferenced URLs are 
subject to change pursuant to action by the legislature of the Commonwealth of Virginia, change 
in VITA policy, or the adoption of revised eVA business requirements. If a change is made to the 
terms and conditions, a new effective date will be noted in the document title. Supplier is advised 
to check the URLs periodically. 

C. Compliance with the Federal Lobbying Act 
Supplier’s signed certification of compliance with 31 USC 1352 (entitled "Limitation on use of 
appropriated funds to influence certain Federal Contracting and financial transactions") or by the 
regulations issued from time to time there under (together, the "Lobbying Act") is incorporated as 
Exhibit K hereto. 
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D. Governing Law 
This Contract shall be governed by and construed in accordance with the laws of the 
Commonwealth of Virginia without regard to that body of law controlling choice of law. Any and 
all litigation shall be brought in the circuit courts of the Commonwealth of Virginia. The English 
language version of this Contract prevails when interpreting this Contract. The United Nations 
Convention on Contracts for the International Sale of Goods and all other laws and international 
treaties or conventions relating to the sale of goods are expressly disclaimed. UCITA shall apply 
to this Contract only to the extent required by §59.1-501.15 of the Code of Virginia. 

E. Dispute Resolution 
In accordance with §2.2-4363 of the Code of Virginia, Contractual claims, whether for money or 
other relief, shall be submitted in writing to the public body from whom the relief is sought no later 
than sixty (60) days after final payment; however, written notice of the Supplier's intention to file 
such claim must be given to such public body at the time of the occurrence or beginning of the 
work upon which the claim is based. Pendency of claims shall not delay payment of amounts 
agreed due in the final payment. The relevant public body shall render a final decision in writing 
within thirty (30) days after its receipt of the Supplier's written claim. 

The Supplier may not invoke any available administrative procedure under §2.2-4365 of the Code 
of Virginia nor institute legal action prior to receipt of the decision of the relevant public body on 
the claim, unless that public body fails to render its decision within thirty (30) days. The decision 
of the relevant public body shall be final and conclusive unless the Supplier, within six (6) months 
of the date of the final decision on the claim, invokes appropriate action under §2.2-4364, Code of 
Virginia or the administrative procedure authorized by §2.2-4365, Code of Virginia. 

Upon request from the public body from whom the relief is sought, Supplier agrees to submit any 
and all contractual disputes arising from this Contract to such public body’s alternative dispute 
resolution (ADR) procedures, if any. Supplier may invoke such public body’s ADR procedures at 
any time and concurrently with any other statutory remedies prescribed by the Code of Virginia. 

In the event of any breach by a public body, Supplier’s remedies shall be limited to claims for 
damages and Prompt Payment Act interest and, if available and warranted, equitable relief, all 
such claims to be processed pursuant to this Section. In no event shall Supplier’s remedies 
include the right to terminate any license or support services hereunder. 

F. Advertising and Use of Proprietary Marks 
Supplier shall not use the name of VITA or any Authorized User’s name or refer to VITA or any 
Authorized User, directly or indirectly, in any press release or formal advertisement without 
receiving prior written consent of VITA or such Authorized User. In no event may Supplier use a 
proprietary mark of VITA or an Authorized User without receiving the prior written consent of VITA 
or the Authorized User. 

G. Notices 
Any notice required or permitted to be given under this Contract shall be in writing and shall be 
deemed to have been sufficiently given if delivered in person, or if deposited in the U.S. mails, 
postage prepaid, for mailing by registered, certified mail, or overnight courier service addressed 
to: 

i).   To VITA and to Supplier, if Supplier is incorporated in the Commonwealth of Virginia, to the 
addresses shown on the signature page. 

ii).  To Supplier, if Supplier is incorporated outside the Commonwealth of Virginia, to the 
Registered Agent registered with the Virginia State Corporation Commission. 

Pursuant to Title13.1 of the Code of Virginia, VITA or Supplier may change its address for notice 
purposes by giving the other notice of such change in accordance with this Section. 

Administrative contract renewals, modifications or non-claim related notices are excluded from 
the above requirement. Such written and/or executed contract administration actions may be 
processed by the assigned VITA and Supplier points of contact for this Contract and may be 
given in person, via U.S. mail, courier service or electronically 
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H. No Waiver 
Any failure to enforce any terms of this Contract shall not constitute a waiver. 

I. Assignment 
This Contract shall be binding upon and shall inure to the benefit of the permitted successors and 
assigns of VITA and Supplier. Supplier may not assign, subcontract, delegate or otherwise 
convey this Contract or any of its rights and obligations hereunder, to any entity without the prior 
written consent of VITA, and any such attempted assignment or subcontracting without consent 
shall be void. VITA may assign this Contract to any entity, so long as the assignee agrees in 
writing to be bound by the all the terms and conditions of this Contract. 

If any law limits the right of VITA or Supplier to prohibit assignment or nonconsensual 
assignments, the effective date of the assignment shall be thirty (30) days after the Supplier gives 
VITA prompt written notice of the assignment, signed by authorized representatives of both the 
Supplier and the assignee. Any payments made prior to receipt of such notification shall not be 
covered by this assignment. 

J. Captions 
The captions are for convenience and in no way define, limit or enlarge the scope of this Contract 
or any of its Sections. 

K. Severability 
Invalidity of any term of this Contract, in whole or in part, shall not affect the validity of any other 
term. VITA and Supplier further agree that in the event such provision is an essential part of this 
Contract, they shall immediately begin negotiations for a suitable replacement provision. 

L. Survival 
The provisions of this Contract regarding License, Rights to Work Products, Warranty, 
Confidentiality, Liability and Indemnification, and the General Provisions shall survive the 
expiration or termination of this Contract. 

M. Force Majeure 
No Party shall be responsible for failure to meet its obligations under this Contract if the failure 
arises from causes beyond the control and without the fault or negligence of the non-performing 
Party. If any performance date under this Contract is postponed or extended pursuant to this 
section for longer than thirty (30) calendar days, VITA, by written notice given during the 
postponement or extension, may terminate Supplier’s right to render further performance after the 
effective date of termination without liability for that termination, and in addition an Authorized 
User may terminate any order or SOW affected by such postponement or delay. 

N. Remedies 
The remedies set forth in this Contract are intended to be cumulative. In addition to any specific 
remedy, VITA and all Authorized Users reserve any and all other remedies that may be available 
at law or in equity. 

O. Right to Audit 
VITA reserves the right to audit those Supplier records that relate to the Services rendered or the 
amounts due Supplier for such Services under this Contract. VITA's right to audit shall be limited 
as follows: 

i).   Three (3) years from Service performance date; and 

ii).  Performed at Supplier's premises, during normal business hours at mutually agreed upon 
times. 

The Supplier shall not have the right to audit, or require to have audited, VITA or any Authorized 
User. 

P. Offers of Employment 
During the first twelve (12) months of the Contract, should Supplier hire an employee of an 
Authorized User who has substantially worked on any project covered by this Contract without 
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(Print) / 

prior written consent, the Supplier shall be billed for fifty percent (50%) of the employee's annual 
salary in effect at the time of termination. 

Q.  Contract Administration 
Supplier agrees that at all times during the term of this Contract an account executive, at 
Supplier's senior management level, shall be assigned and available to VITA.  Supplier reserves 
the right to change such account executive upon reasonable advance written notice to VITA. 

R. Entire Contract 
The following Exhibits, including all subparts thereof, are attached to this Contract and are made 
a part of this Contract for all purposes: 

i).   Exhibit A Requirements 

ii).  Exhibit B Service Level Agreements (SLAs) 

iii).  Exhibit C Subcontractor Services Agreement Mandatory Terms and Conditions for 
Subcontractor Agreements 

iv).  Exhibit D Statement of Work (SOW) Template 

v). Exhibit E 

vi). Exhibit F 

vii). Exhibit G 

viii).Exhibit H 

ix). Exhibit I 

x). Exhibit J 

xi). Exhibit K 

Change Order/Request Template 

Job Rate Cards/ Pricing 

Implementation Plan 

Reserved 

Reserved 

Reserved 

Federal Lobbying Certificate 

S. Order of Precedence 
This Contract, its Exhibits, all orders and any prior NOA constitute the entire agreement between 
the Parties and supersedes any and all previous representations, understandings, discussions or 
agreements between VITA and Supplier as to the subject matter hereof. This Contract may only 
be amended by an instrument signed by VITA and Supplier. In the event of a conflict, the 
following order of precedents shall apply: 

The Contract; Exhibit C, Subcontractor Services Agreement Mandatory Terms and Conditions for 
Subcontractor Agreements; Exhibit G, Implementation Plan; Exhibit B, Service Level 
Agreements; Exhibit F, Job Rate Cards/Pricing;Exhibit A, Requirements. 

 
 
 

VITA and Supplier each acknowledge that it has had the opportunity to review this Contract and to obtain 
appropriate legal review if it so chose. 

 

Executed as of the last date set forth below by the undersigned authorized representatives of VITA and 
Supplier. 

 

 
(Name of Supplier) VITA 

By ;1--!_</  c 
(Signature) 

Name: Nlf ? t!olJ H €..Y Name: 

Trtte 'hu-··r.,- 

 
 
 
 
 
 
 
 
 

_....> 

tt7. 4-..!:!!.....:.....: 'h µ t_::_ r. 

(Print) 
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EXHIBIT A REQUIREMENTS 

CONTRACT NUMBER VA-130620-CAI 

BETWEEN 

VIRGINIA INFORMATION TECHNOLOGIES AGENCY 

AND 

COMPUTER AID, INC. 

 
Exhibit A is hereby incorporated into and made an integral part of Contract Number VA-130620-CAI (“Contract”) between the 
Virginia Information Technologies Agency (“VITA” or “Commonwealth” or “State”) and Computer Aid, Inc. (“Supplier”). 

In the event of any discrepancy between this Exhibit A and the Contract, the provisions of the Contract shall control 
 
 

A. A. Staff Augmentation Services 

  Staff Augmentation Services 
  Requirements A B 
 
 
 
 

1. 

 
 

Does your solution support the full lifecycle 
solution from subcontractor enrollment in 
the program to continuous improvement 
initiatives? If yes, please describe in detail. 

 
 
 
 

Y 

Our solution supports the full lifecycle of both hourly staff augmentation 
and Statement of Work (SOW) requisitions. 

Please refer to Attachment A: Process Flows for a complete 
description of both processes. 

CAI uses metrics about the process captured through the VMS tool to 
measure and report performance. These metrics are the basis for 
measuring improvement. Examples of these metrics are found in 
Attachment B: Performance Reports. 

 
 
 
 

2. 

Is your solution a vendor neutral solution 
(meaning that the MSP and VMS provider 
will not push orders to itself or give an 
unfair advantage to any subcontractor in 
the placement of any staff augmentation 
order or SOW engagement)? If yes, please 
provide details on how you ensure that 
competition is available? 

 
 
 
 

Y 

Our VMS provider, Peoplefluent, will not be a vendor in the network. 
No orders will be pushed to them, and they will not have the ability to 
win placements under this contract. 

There are situations when, we believe, allowing CAI to place 
contractors under this program makes good business sense. Please 
see K. Other Value Added Services, beginning on page 103, for 
a discussion on this proposed option. 

CAI maintains an open vendor network, and proposes to create a 
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  Staff Augmentation Services 
  Requirements A B 
      Tiered vendor approach, which allows all vendors who meet our 

onboarding criteria to participate in the network responding to the staff 
augmentation needs of COVA. Since there is no fee to join our 
networks, firms with smaller revenue streams have as much ability to 
participate and compete in the ITCL contract as large vendors. 

When Agency Hiring Managers review résumés within Peoplefluent, 
they are unable to see the name of the vendor who submitted the 
candidate. In addition, all candidate résumés must be submitted using 
the CAI standard résumé template which is available to all vendors on 
our vendor portal. These processes ensure that competition is fair 
because the hiring manager is selecting candidates based on skills and 
rates and not on biases regarding the vendors who submitted the 
resource. 

When a requirement is released to the vendor network via Peoplefluent, 
it is released or made available for candidate submission based on a 
Tiering structure. All vendors in the corresponding Tier receive the 
email announcing the availability of the requirement at the same time 
through the automated release process within Peoplefluent. All 
announcements regarding requirements, such as our weekly 
requirement status update, is delivered to all of the vendors at the same 
time. No vendor is given a “heads up” in order to have an advantage 
over another vendor. 

At the time of implementation we will work with VITA to review Virginia- 
specific criteria for vetting suppliers for the Virginia-specific network; 
based on Attachment A: Process Flows.. 

We follow a consistent, neutral screening process for vendors; i.e., we 
apply the same selection criteria to all, and we use the same contract 
and rate card for all subcontractors. This is a critical success factor, 
because all vendors know they receive equal treatment. CAI maintains 
a contract portal for each state which contains all of the onboarding 
details for any vendor interested in joining the network. With this new 
contract, we will continue to use the portal developed for the 
Commonwealth, updating it with any changes resulting from the new 
contract. See www.smsa.compaid.com. 
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  Staff Augmentation Services 
  Requirements A B 
      The basic criteria for entrance in the network include: 

 In order to participate, the vendor must not be prohibited 
from doing business within the Commonwealth and as part 
of the onboarding, CAI checks the vendor against 
published vendor disbarment lists. 

 Each vendor must sign a subcontractor agreement with 
CAI. In addition they must provide copies of their W-9, all 
required insurance certificates, and marketing literature. As 
part of the onboarding process, each firm signs-off on the 
fixed rate vendor card. Each vendor receives the same 
fixed rates for each of the positions listed on the rate card. 
This enables fair competition across the supplier base. 

CAI releases all in-process requirements to the vendor network, based 
on tiering methodology. Vendors have four business days to respond 
with candidate profiles that meet the requisition’s requirements. 

CAI attempts to support fair competition by 1) coaching the Agency 
Managers to use the process as-is, and not name resources or 
companies; 2) supporting a no-contact program where vendors do not 
need to sell services to agencies because they can see them through 
the MSP, and have opportunity to bid;  3) having vendors upload 
résumés using the CAI template, not their own letterhead; and 4) 
restricting vendor’s name from the requisition in Peoplefluent. 

 
 
 
 

 
3. 

 
 
 

Does your solution facilitate the requisition 
process from initial composition through 
review/approval to subcontractor posting, 
selection, engagement, on-boarding, 
invoicing and off-boarding? If yes, please 
describe in detail. 

 
 
 
 

 
Y 

Our solution encompasses the entire requisition process, plus 
consultative account management services prior to requisition entry as 
well as throughout the engagement, and value-added services. 

CAI has a local account management team that spends time with the 
agencies, VITA, and the vendor community. We work with the agencies 
on current and upcoming requisitions, and also on                  
maintaining their current CAI contractors by being available for issue 
resolution, PO extensions and budget review, and all performance 
related issues. We work with the vendor community by enrolling 
vendors, coaching SWaM vendors, providing feedback on performance, 
and holding training sessions. Our Account Managers (AMs) work to 
fulfill requisitions by screening candidates and working through our 
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      Process Flow for fulfillment. Our MSP Operations team manages 

support activities such as PO Audit, Help Desk calls, vendor enrollment, 
and finalizing engagement details in Peoplefluent when an engagement 
is completed. 

Please refer to Attachment A: Process Flows for the details on 
how our solution facilitates the requisition process. 

Please see K. Other Value Added Services, beginning on page 
103, for a discussion of the elements of our solution that go beyond the 
requisition process. 

 
 
 
 
 
 
 
 
 
 

4. 

 
 
 
 
 
 
 
 

Does your solution provide on and off 
boarding services for remote locations? 
Describe how you provide these services 
for remote locations. 

 
 
 
 
 
 
 
 
 

Y 

Yes. Although Richmond, VA, is the primary location for most 
Commonwealth IT needs, we do currently support many locations 
outside of Richmond. VDOT consistently has needs in its northern 
Virginia offices, and universities who utilize the program are often 
outside Richmond. Of the 397 current engagements, 47 are outside of 
Richmond. 

The onboarding process is similar to Richmond-based onboarding, 
while paying careful attention to any agency-specific background 
screening requirements that need to be coordinated, and providing 
contacts for issue escalation. CAI proposes building agency-specific 
onboarding/offboarding checklists that also accommodate instructions 
for remote activity by using the new Compliance Manager feature of 
Peoplefluent. 

The Peoplefluent VMS Compliance Manager module can assist with 
managing position-specific documentation, certifications, and 
onboarding/offboarding tasks. Configurable tasks can be assigned in 
the form of a workflow in the Compliance Manager module. Tasks that 
are created can have corresponding alerts, which are entirely 
configurable to time-based events. Dashboard analytics are also 
available for these tasks. 
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      Figure 1: Sample Checklist Using Compliance Manager in Peoplefluent 

Note: A larger version of this screen shot is provided in Attachment 
C: Peoplefluent VMS. 

We suggest using this feature when VDOT badges expire. Currently, 
VDOT issues badges for a one year term, and CAI receives notification 
when the badge has expired. We propose populating an item within 
this engagement that will alert us that an action is required when the 
badge is about to expire. 

Currently for remote locations, the Hiring Manager will typically take 
lead on onboarding steps, such as badging and introduction. Should a 
performance issue arise, CAI will coordinate the best way to handle 
communications and return of equipment, in conjunction with the hiring 
manager, vendor, and agency security and/or human resources (HR) if 
needed. 

CAI will implement the Compliance Manager Functionality in order to 
track onboarding and offboarding tasks. The Compliance Manager 
configuration can replace “paper” checklists and can generate email 
notifications and alerts when items are due or need to be renewed. 

 
 
 

5. 

 

Does your solution support recording and 
tracking by cost center, by agency and by 
location individual resources? If yes, 
please describe in detail. 

 
 
 

Y 

Each requisition record includes the cost center, purchasing agency, 
and the work locations of individual resources. This configurability of 
the application allows us to track and record by cost center, agency, 
and location. Data is able to be filtered and reported via any 
organization parameter that is captured. We utilize this information in 
tracking, alerts to spending limits, and invoicing. We are able to 
produce reports with data that is specific to each agency which enables 
them to manage their unique business requirements. For example, 
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      each month we deliver a time detail report to VDOT which provides one 

page per engaged resource with their timesheet detail for the month. 
VDOT places this document in each resource’s file for auditing 
purposes. 

Please see Attachment C: Peoplefluent VMS for screen shots 
showing fields that capture this information. 

 
 
 
 
 
 
 
 
 
 
 
 
 

6. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Does your solution support recording and 
tracking by budget and accounting data? 

 
 
 
 
 
 
 
 
 
 
 
 
 

Y 

As part of the requisition process, we capture the cost center and 
budget from the Purchase Order that corresponds to the requisition. 
We use this information not only in invoicing, but also to: 

 Monitor Purchase Order spend based on approved 
timesheets 

 Limit approvals according to budget considerations or by 
organizational structure 

 Send alerts when budget limitations are nearly reached, 
and engagement duration is nearing completion 

 Produce reports such as Engagement Budgeted Hours by 
Vendor 

 Produce Quarterly Report content 

Peoplefluent also allows a resource to track time/spend against multiple 
funding sources through timesheet projects. This enables an agency to 
monitor spend against specific accounting codes, Purchase Order line 
times, grant funding, etc. 

For example, VITA needed to track hours for specific projects funded 
under the same Purchase Order and Line Items for multiple resources. 
CAI added the codes provided by VITA to the timesheet projects that 
the resources were engaged against. The resources were able to 
itemize their time under these specific codes; the agency was able to 
review and approve the timesheets with the project code breakdown; 
and CAI was able to provide VITA reports which enabled them to track 
the spend against each individual project. 

7. Does your solution support tracking service 
duration by individual resources between 

Y Peoplefluent VMS is configured to track the tenure of specific 
individuals across engagements. This will allow for tracking and 
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  engagements? If yes, please describe in 

detail. 
  reporting on Virginia tenure of individuals as well as tenure within a 

particular agency. The engagement history of each resource can be 
viewed directly within the VMS application, as shown in Figure 2. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 2: Tenure Tracking of an Individual 

We are also able to track duration between engagements through our 
reporting and analytics, as shown in Figure 3. 
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Figure 3: Candidate Length of Stay Report 

Note: Larger versions of these images can be found in Attachment C: 
Peoplefluent VMS. 

 
 

 
8. 

 
 

Does your solution support tracking service 
duration by individual resources between 
different customer agencies? If yes, please 
describe in detail. 

 
 

 
Y 

Peoplefluent VMS is configured to track the tenure of specific 
individuals across engagements. This will allow for tracking and 
reporting on Virginia tenure of individuals across agencies as well as 
tenure within a particular agency. The work history of each engaged 
resource is stored within the VMS, which includes details specific to 
each agency a resource worked with under the contract. The analytics 
referenced in question 7 (directly above) can be utilized to track tenure 
to include instances where a resource is engaged at different agencies. 

9. Does your solution have the ability to 
electronically generate monthly invoice, 

Y CAI utilizes the integration provided via Peoplefluent VMS to download 
approved timesheet data into our Microsoft Dynamics financial system. 
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  (one per customer, per resource, and per 

cost center), that details all charges by 
project and PO and by cost center? 

  The timesheet detail is segregated by Agency, Purchase Order 
number, Line Item, and resource; this allows us to generate an invoice 
with as much detail and summarization as specified by each agency for 
each particular Purchase Order. These invoices can be emailed 
directly to any specified agency representative. 

CAI also has the ability to generate a time file that can be uploaded to 
an agency’s financial system, if desired. Electronic timesheet/invoice 
files are successfully being processed in our MSP contracts with the 
State of Arkansas and the State of Iowa. Peoplefluent also provides 
integration capability to financial systems, including Ariba. If desired by 
the Commonwealth, the requirements for timesheet file generation will 
be documented during implementation and a separate project plan will 
be created for this process. 

 
 
 
 
 
 
 
 
 
 

10 
. 

 
 
 
 
 
 
 

Does your solution include support? If yes, 
do you provide 24 hours per day / 7 days a 
week support for your solution? (At a 
minimum include: Days/Hours of 
Coverage, Expected Resolution 
Thresholds, Help Desk Support Levels 
(Tiered), Escalation Model, and Reporting.) 

 
 
 
 
 
 
 
 
 
 

Yes 

Your first line of support is our local account team that is dedicated to 
this account. During normal business hours, they can be reached for 
support on the contract, tool, and other MSP-related questions. 

CAI’s MSP Operations administrators provide Level 1 support for any 
help desk calls, logging and tracking issues, and questions from both 
Virginia and vendor users. Having provided support under all of our 
MSP contracts, they have extensive expertise in all procedures related 
to these contracts. 

They are able to answer general questions on how to utilize the 
contract, but escalate to the local AMs as necessary. The team also 
has deep experience with the Peoplefluent VMS tool and is able to 
answer “how to” questions related to the use of the tool from the 
agency, vendor, and candidate perspectives. They are capable of 
providing ad hoc training over the phone when needed, i.e., talking to 
the user and walking him/her through a process. Some common help 
desk requests are: 

 Password resets 
 Timesheet corrections 
 Guidance on entering requisitions 
 Addressing Peoplefluent VMS problems 
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 Completing user setups 
 Providing training 

Access to the Help Desk is available 24x7. CAI provides unlimited 
support calls to our MSP Help Desk. CAI provides live help desk 
support 8:00 a.m. to 5:00 p.m. We will continue to utilize the phone 
numbers established under our current contract. Our MSP Program 
Office help desk utilizes a toll free number (800-635-5138) and a local 
Virginia number (804-288-4246) as well as a dedicated email address 
(VAITCL_Help@compaid.com) and fax (804-288-4358). In addition, our 
CAI Account Management team is available via local Virginia telephone 
numbers. All of these means of communication are available to         
the user community so that CAI can assist with every aspect of the 
procurement lifecycle. 

During normal business hours, the question/issue will be received by 
our Level 1 support team who will log and classify the issue within our 
issue tracking system. Level 1 will either address the issue/question 
themselves or escalate to Level 2 support. Outside of normal business 
hours for critical issues, the requestor will be directed to Level 2 support 
(CAI) or Level 3 (Peoplefluent). The CAI MSP help desk also has the 
VMS provider help desk at its disposal for assistance with issues and 
questions regarding the tool itself. 

CAI utilizes a help desk call tracking system called MSP Service Desk. 
Using it, we can report on types of calls, escalated calls, and issues 
with this system. 

 

 
11 
. 

Can you provided a detailed workflow map 
of the end-user steps necessary to submit 
a request, receive acknowledgement, 
review resumes, select candidate, monitor 
time reporting, and request monthly/weekly 
business report? If so please include a 
copy. 

 
 

Y 

 

 
We have provided a detailed workflow in Attachment A: Process 
Flows. 

12 
. 

Will you arrange for a pre-employment 
national, regional and local background 

Y Yes, CAI’s account management team works with the agencies to 
document the background check requirements for each position and 
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  check for each resource that will have 

access to Commonwealth work tasks, 
facilities, systems or operations either 
through on-site access or through remote 
access? If yes, please describe the 
process. 

  uses the VMS tool to track the corresponding documents and 
credentials for each resource and engagement. 

The national, regional, and local background check is required by the 
Commonwealth and reveals any prior convictions for a resource. It is 
our experience that many agencies require customized background 
screening criteria, so we work with each agency to clarify what 
comprises passing criteria. Background checks are performed after 
selection, but before engagement. 

Enrolled vendors will be required to use eVerify to validate the eligibility 
for engagement for each of the resources selected for engagement. 

Our vendors are contractually bound to complete background 
screenings on their resources including a check with eVerify, and 
sending the results to the CAI AM for review. The background results 
are securely stored, but easily accessible by the hiring manager  
through Peoplefluent, and can be stored with the resource’s information 
within Peoplefluent, if desired. 

Onboarding does not normally continue if the background check report 
is missing. Contained within our onboarding process is the validation of 
the completed background checks and any other required checks. 

We customize background checks by agency requirement, while still 
making sure compliance with the Program is met. An example of 
customized background check is at VDOT. Once a candidate is 
identified, our AM emails VDOT’s designated security team that 
manages the fingerprinting and copying the vendor, as an introduction 
of the candidate that will begin work. The email contains important start 
information (location, date). A date is scheduled to have the candidate 
fingerprinted, and the candidate must arrive with a check for $37 to 
complete the transaction. CAI is contacted for resolution if issues arise 
during any step. 

 
13 
. 

Do you have experience conducting 
background checks? If yes, please 
describe. 

 

Y 

In our current process, standard background screening is performed by 
the vendor prior to a candidate being able to begin an engagement, and 
includes a national criminal background check (covering felonies, 
misdemeanors, and the sex offender registry). This is the standard 
baseline qualification to begin assignment under the program. Certain 
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      agencies require varied background screenings, and CAI works with the 

agency to meet these guidelines. Examples are VDOT, SCC, TAX,   
the Governor's office, agencies near the Governor’s complex, and VSP. 

As a company, CAI has experience conducting background checks as 
CAI’s Human Resources department performs background checks on 
all employees, utilizing e-Verify. 

 
 
 
 
 

14 
. 

 
 
 
 

Does your solution include providing 
written confirmation that the background 
checks have been conducted prior to the 
on-boarding of any resource? 

 
 
 
 
 
 

Y 

As part of contractor onboarding procedures, CAI requests a national 
criminal background check be provided by the vendor prior to a 
candidate being able to begin an engagement. The vendor submits a 
copy of this background check for validation to the CAI AM. CAI 
reviews it to ensure that it is an acceptable screening and that there are 
no issues. CAI alerts the agency that the screening has been received 
and is acceptable, and the contractor is cleared to begin assignment. 

Through Peoplefluent’s Compliance Manager functionality, we are also 
able to flag the background check information on the engagement 
details by marking it as complete along with the date of completion. 

Some agencies require written confirmation (ex. VITA) and CAI submits 
a signed document as part of onboarding. 

 
 
 
 

15 
. 

Certain public bodies may have additional 
background or security checks required 
before entry to government buildings or 
access to information is granted. Does 
your solution including arranging for 
additional background or security checks 
based on individual customer 
requirements? If yes, please describe how 
they will be provided. 

 
 
 
 

Y 

Yes, CAI will utilize agency-specific onboarding checklists. In this case, 
the checklist will include the appropriate background checks and 
notification prior to access being granted. Again, CAI will require the 
vendor to provide the required background and/or security checks. The 
vendor will submit them; CAI will verify/review, and then notify the hiring 
agency. 

CAI will implement the Compliance Manager Functionality in order to 
track onboarding and offboarding tasks. The Compliance Manager 
configuration can replace “paper” checklists and can generate email 
notifications and alerts when items are due or need to be renewed. 

 
16 
. 

Does your solution include periodically 
refreshing the job titles to reflect changes 
in the demand for services? If yes, please 
describe. 

 

Y 

CAI performs a salary survey on all contract job titles every six months. 
We review the data returned, as it matches up to our contract delivery 
and needs, and report on our findings during our Quarterly Reviews. In 
addition, if we find that an additional job title is needed to fulfill agency 
needs, or that a particular job title is not utilized at all, we will make 
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      recommendations for modification of the contract job titles. 

Please refer to Attachment B: Performance Reports to see an 
example of a Quarterly Report that includes the results of a periodic job 
title/salary review. 

 
17 
. 

Does your solution provide all job titles and 
levels as defined in Attachment 1 (Found  
in Exhibit F, Attachment 1 of the Contract)? 

 

Y 

CAI provides all job titles and levels as defined in Attachment 1 to the 
Request for Proposal (RFP). Our solution is flexible and we can modify 
the in-scope job titles and levels within our implementation period, if 
necessary. 

 
 
 
 
 
 
 
 
 
 
 
 

18 
. 

 
 
 
 
 
 
 
 
 
 
 

Does your solution include tracking and 
reporting on the performance of staff 
augmentation resources? If yes, please 
describe in detail. 

 
 
 
 
 
 
 
 
 
 
 
 

Y 

Within five days of the start of a selected candidate, CAI will check with 
the Agency Hiring Manager to perform the first assessment of the 
resource’s work quality. We understand that even these early 
performance checks serve as a quality measure to successful 
engagement. 

Our performance survey is auto-generated through Peoplefluent, and 
can be configured to accommodate varied scheduling. Currently we 
send 30-day and end-of-engagement surveys to the hiring manager. 

When a contracted resource’s engagement is completed, the Hiring 
Manager is prompted to complete the final evaluation of the candidate’s 
performance within the VMS tool. The tool has a survey function that 
allows managers to do an electronic evaluation of the individual 
contingent staff. 

This survey allows both ranked (numerical) responses as well as free- 
form text. This enables us to accumulate statistics relatively easily, 
while also allowing for textual input. Our AMs read all comments, as 
well as the compiled results. Our focus is on using the surveys to 
improve both our performance as the MSP and, where appropriate, the 
performance of the individual staff and vendors. 

It is possible to flag an individual as “not to be re-hired,” if directed by 
Virginia. When candidates are submitted by suppliers, this flag will 
appear on the individual’s information and our AMs will not pursue this 
candidate for engagement with the Commonwealth. This information is 
retained and is reported upon as part of our status reports. 
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19 
. 

 
 
 
 
 
 
 
 

Does your solution include the ability to 
customize job descriptions? If yes, please 
describe in detail. 

 
 
 
 
 
 
 
 
 

Y 

The ability to add skills specific to each particular Agency requirement  
is critical functionality needed within VMS in order to ensure the 
resource selected for the engagement is able to meet the needs for that 
particular opening. The Peoplefluent VMS application provides several 
ways to customize each individual job description. 

The Requisition entered by the Agency Hiring Manager has three 
sections for describing the required experience and skills of candidates. 
They are: Short Description, Long Description, and Required Skills. 

When the Agency Hiring Manager begins a Requisition, he/she  
chooses a job title from the State’s list of job titles. The template 
serves as the starting point from which the Hiring Manager can add, 
delete, or edit descriptive information. CAI builds these templates 
during Transition/Implementation. The hiring manager then builds upon 
the pre-populated information to create a requisition which has the 
detailed skills required for a resource to successfully fill the opening, 
such as “5 years of JAVA EE required,” “Experience with Weblogic 10 
highly desired,” etc. These customized job descriptions then become 
the basis for the candidate screening and selection of the best resource. 

 
 
 
 
 
 

 
20 
. 

 
 
 
 
 
 

Does your solution include candidate 
ranking? If yes, please describe the 
methodologies utilized. 

 
 
 
 
 
 
 

Y 

Peoplefluent VMS supports candidate ranking and compare 
functionality (see Figure 4). Candidate compare expands candidate 
screening and reviews well beyond deployable ratings and composite 
scores. Candidates are reviewed side by side initially using the default 
criteria, or each reviewer can apply their own set of criteria. Available 
review criteria are based on overall configuration and can vary based 
on requisition settings. 

Candidates can be compared/ranked using individual required/desired 
skills, composite scores, configured rates, global skills, previous client 
employment indicators, screening indicators, vendor, and My Star 
Rating. My Star Rating is a new rating applied via Candidate Compare 
that is visible only to the logged-in user. It is a way to rate the 
candidate by using stars. It can also signify the candidate has been 
properly reviewed. 

The CAI AM can use this candidate ranking/comparison when 
determining the best three to five candidates to forward to the Agency 
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      Hiring Manager. The Agency Hiring Manager, in turn, can also use this 

functionality to compare the candidates forwarded to him/her. 
 

Figure 4: Side-by-Side Comparison of Candidates 

Note: A larger version of this image can be found in Attachment C: 
Peoplefluent VMS. 

 
 
 
 
 
 

21 
. 

 
 
 
 
 

Does your solution provide automation of 
the interview process? If yes, please 
describe in detail. 

 
 
 
 
 
 

Y 

For sourcing and engaging contingent workers, Peoplefluent VMS does 
offer interview scheduling capabilities. Peoplefluent VMS utilizes an 
internal scheduling component. Depending on the client’s 
configuration, clients will use one of two types of interview scheduling: 

 Request an interview through candidate comments. The 
supplier will input their response to the interview request 
in the text box. CAI will be notified of this interview 
request through an automated email. CAI then contacts 
the vendor and works to coordinate the interview which 
can be done via phone, in person, or via a web interview. 

 Schedule an interview through the advanced interview 
scheduling tool. This tool allows users to provide more 
details and track history when managing interviews. 
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      Suppliers will select candidates identified for interviews, 

and then simply choose whether to accept or reject the 
interview option. 

Throughout the interview process, the CAI AM provides feedback 
regarding the interview to the vendors, and then moves to take next 
steps. 

 
 
 
 
 
 
 
 

22 
. 

 
 
 
 
 
 
 

 
Does your solution provide business rule 
flexibility unique to individual customer 
need? If yes, please describe. 

 
 
 
 
 
 
 
 

 
Y 

The Peoplefluent VMS workflow is configurable by clients. The 
application workflow configuration is modeled on our experience and 
best practices obtained over many years of implementing the system. 
It therefore looks to enforce the optimum workflow, or slight variations 
of, that each individual agency can use. 

Workflow tasks such as requisition approval workflows, reporting 
metrics, and invoicing can be configured to each agency’s specific 
needs. For example, VITA must approve each requisition which falls 
under the Exception category. We will configure the approval workflow 
so these requirements are routed for approval within Peoplefluent. 

Through the use of Peoplefluent’s Compliance Manager, we are able to 
configure onboarding and offboarding workflow tasks specific to each 
unique requisition. 

Peoplefluent VMS also supports a full range of email notifications and 
actions based on configurable workflow events in the process. Users 
receive informative notices of actions and directions on what to do next. 
Secure hot links within the notifications bring the user directly to the 
page requiring action. 

 
 
 

23 
. 

 
 

Does your solution ensure that a resource 
will not begin work until they have 
successfully passed the required 
background checks? If yes, please explain. 

 
 
 
 

Y 

As part of contractor onboarding procedures, CAI requests a national 
criminal background check be provided by the vendor prior to a 
candidate being able to begin an engagement. The vendor submits a 
copy of this background check for validation. CAI reviews it to ensure 
that it is an acceptable screening and that there are no issues. CAI 
alerts the agency that the screening has been received and is 
acceptable, and the contractor is cleared to begin assignment. A 
contractor is not able to begin assignment until all onboarding steps 
have been completed, and CAI approves the acceptable start date. 
The Compliance Manager functionality actually prohibits engaging a 
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      candidate if a background check is a required onboarding item. 

Figure 5: Section 5 Responses to Staff Augmentation Services 
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  Statement of Work Services 
  Requirements A B 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Does your solution support the full lifecycle 
solution from subcontractor enrollment in 
the program to continuous improvement 
initiatives? If yes, please describe in detail. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Y 

Our solution supports the full lifecycle solution SOW Services, from 
subcontractor enrollment in the program to continuous improvement 
initiatives. Not only does our solution support SOWs, CAI has been 
providing SOW services to the Commonwealth since January 2010. 
We offer a mature SOW program with fully documented workflows and 
processes. 

 

 
Figure 6: The SOW Requisition Process 

The SOW process includes the following phases: 

 Service Requests, when the Authorized User 
(requestor/Agency) recognizes the need for IT services 
beyond staff augmentation, and, after determining the 
procurement method, works with the CAI AM to prepare 
the Statement of Requirements (SOR) document. 

 Requisition Review, when the SOR is reviewed and entered 
into Peoplefluent as an SOW requisition. 
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       Release Requisition, when the SOW requisition is released 

to the network of vendors who have been prequalified to 
respond to the designated specialty area. This includes 
the bid preparation time when CAI assists in responding to 
bidders’ questions, and hosts and facilitates pre-bid 
conference calls, if desired. 

 SOW Submission, as the participating vendors submit their 
responses to the SOW requisition, they enter milestones, 
deliverables, and pricing into Peoplefluent. 

 SOW Review, when Authorized Users review the 
submissions and determine the best solution, negotiating 
with the vendors if necessary. 

 Award Decision, once the vendor and Authorized User  
have an agreed upon SOW and pricing, the revisions are 
entered into Peoplefluent, and the CAI AM works with the 
vendor to ensure that the SOW and Peoplefluent records 
are accurate and complete. The CAI AM notifies all bidders 
of the award decision. 

 Engagement, when participants follow a defined process to 
engage the project, including background checks, access 
to buildings and systems, and staffing processes. 
Beginning with this new program, CAI will participate in an 
engagement kickoff meeting for each project. In this 
meeting, CAI will review the following: 

 requirements for project communication and 
status reporting 

 agency points of contact for contract 
administration, project management, and 
deliverable signoff 

 agency and CAI process and requirements 
for deliverable submissions, reviews, and 
signoff 
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       resource planning issues and agency/CAI 

requirements for notification and approval of 
project resource changes 

 CAI’s role in project oversight 
 Process for initiation and processing of 

Change Requests 
 Resource onboarding 

requirements/background checks 

 Project, when work begins on the project, and continues 
as deliverables are completed, approved, and paid. If 
changes to milestones are needed, the Change Request 
Process is followed. 

 Finalization, when the project is closed out, final approvals 
and payments are made, and a defined process is followed 
for offboarding project team members. The CAI AM 
finalizes and closes out the project in Peoplefluent, while 
the Authorized User closes the PO. 

CAI plans to implement the Compliance Manager Functionality in order 
to track onboarding and offboarding tasks. The Compliance Manager 
configuration can replace “paper” checklists and can generate email 
notifications and alerts when items are due or need to be renewed. 

Please refer to Attachment A: Process Flows for a complete 
description of both processes. 

CAI uses metrics about the process captured through the VMS tool to 
measure and report on SOW program performance. These metrics 
include: 

 Bidding cycle: SOR release date to vendor proposal 
response deadline 

 Decision cycle: Vendor response deadline to project 
engagement 

 Full engagement cycle: SOR release date to project 
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      initiation 

 Agency payment cycle: agency payment to CAI 

 CAI payment cycle: CAI payment to subcontractors 

In addition, CAI captures program and vendor feedback from agency 
SOW users via a Customer Satisfaction Survey that is completed at the 
conclusion of every project. 

These metrics and customer feedback are the basis for measuring 
performance and driving continuous improvement initiatives. 

Examples of these metrics are found in Attachment C: 
Peoplefluent VMS and in Attachment D: Sample Reports. 

 
 
 
 
 
 
 
 
 
 

 
2. 

 
 
 
 
 
 
 
 

Is your solution a vendor neutral solution 
(meaning that the MSP and VMS provider 
will not push orders to itself or give an 
unfair advantage to any subcontractor in 
the placement of any staff augmentation 
order or SOW engagement)? If yes, 
please provide details on how you ensure 
that competition is available? 

 
 
 
 
 
 
 
 
 
 

 
Y 

Our VMS provider, Peoplefluent, will not be a vendor in the network. 
No orders will be pushed to them, and they will not have the ability to 
win SOWs under this contract. 

There are situations when, we believe, allowing CAI to respond to 
SOWs under this program makes good business sense. Please see K. 
Other Value Added Services, beginning on page 103, for a 
discussion on this proposed option. 

CAI’s solution is vendor neutral for both staff augmentation and SOW 
services. CAI manages a network of vendors who serve as our 
subcontractors and participate in the program by responding to the staff 
augmentation and SOW needs of COVA. 

CAI uses a rigorous qualification process for vetting firms who wish to 
enroll in the SOW portion of the program. Our quality control process 
makes sure that firms have the capability and experience in 
successfully executing against fixed price deliverable contracts. We 
propose to follow the process in place now, allowing for some 
modification during implementation to tighten entrance criteria, as 
desired by VITA. 

We follow a consistent and objective qualification process for vendors. 
All vendors complete the same qualification questionnaire and are 
required to provide the same level of supporting documentation (i.e., 
financial statements, D&B report, insurance docs, etc.). We apply the 
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      same qualification criteria to all, and we use the same contract for all 

approved SOW subcontractors. This is a critical success factor, 
because all vendors know they receive equal treatment. 

Once a vendor has joined the SOW network, they are invited to 
respond to all SOW requisitions corresponding to the IT specialty areas 
and tiers for which they qualify. Each vendor receives notification of the 
release of the SOW requisition at the same time; no one is given a 
“heads up.” If an agency requests the services of a specific vendor, 
they must complete the ITCL Exception form to justify this request. 
This exception process is extremely important as it ensures that 
vendors are truly receiving a fair chance on all SOW opportunities that 
are released for competition. 

To ensure coverage for COVA across multiple IT areas, CAI’s SOW 
vendor network includes companies providing services across a wide 
range of IT specialty areas. CAI performs regular reviews of vendor 
performance and response rates with the Commonwealth to ensure the 
network is sufficient to meet COVA’s needs. CAI also ensures SWaM 
vendors are represented for each of the Project Categories to ensure 
the Commonwealth can meet their SWaM goals for SOW work. 

For SOW opportunities, CAI requests that vendors reply to as many 
SOWs as possible within the categories that they are approved to bid. 
CAI forwards all compliant SOW responses to the agency, further 
ensuring vendor neutrality. The agency makes the award decision 
based on their determination of “best solution.” 

 
 
 
 

3. 

 
 
 

Does your solution support statement of 
work fixed price agreements? If yes, 
please describe. 

 
 
 
 

Y 

CAI has over two years of experience delivering fixed price SOW 
engagements through the MSP process for Virginia. As detailed 
earlier, our SOW process fully supports fixed price engagements. Our 
SOR and SOW templates are written with the expressed goal of 
helping the agencies define scope, and the templates include required 
definition of fixed price milestones and deliverables. Our VMS system 
readily supports fixed price engagements via submission and approval 
of fixed price deliverables, and via milestone-based reporting and 
invoicing. CAI itself has 25+ years of experience providing fixed price 
IT engagements, and both our corporate and local account 
management teams have a firm understanding of the specific 
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      challenges of delivering and managing fixed bid work. This knowledge 

allows us to offer many value-added services to the Commonwealth. 

 
 
 

4. 

 
 

Does your solution include any other type 
of Statement of Work based 
engagements? If yes, please describe. 

 
 
 

Y 

Beyond supporting Fixed Price engagements on an SOW, Peoplefluent 
VMS also supports the ability to manage/track the resources that are 
working on the project. This allows for T&M or T&M-with-a-cap SOW 
pricing. Resources can be managed for various reasons: 1) 
compliance, 2) reporting on hours worked but not actually invoicing 
those hours, or 3) invoicing based on timesheets and expenses 
approved in the system. 

 
 
 
 
 
 
 
 
 
 
 
 

5. 

 
 
 
 
 
 
 
 
 
 
 

Does your solution include SOW 
subcontractor qualification, enrollment and 
maintenance? If yes, please describe. 

 
 
 
 
 
 
 
 
 
 
 
 

Y 

As part of the current VA ITCL contract, CAI developed an in-depth 
vendor qualification process to determine which firms can be relied 
upon to successfully complete SOW projects through the contract. CAI 
follows these steps to qualify vendors: 

 We developed a standardized Request for Information 
(RFI) to gather company information, financial 
information, personnel details, and firm experience from 
any vendor wishing to qualify for the SOW vendor 
network. 

 The questionnaire provides a fair and objective evaluation 
process in which all vendors are given equal consideration. 

 Responses are reviewed and evaluated by CAI’s team of 
senior level project managers, legal staff, and accounting 
management. Firms are scored on the four criteria. 

 CAI developed a tiering structure based on the firms’ 
project experience and financial capacity. Tier 1 firms are 
pre-qualified to bid SORs with estimated budgets up to 
$300K, Tier 2 firms are pre-qualified to bid up to $800K, 
and Tier 3 firms are pre-qualified to bid on SORS with an 
estimated value of up to $2M. 

 The vendor network is reviewed at least twice annually, 
and CAI holds open enrollment periods at least once 
annually. CAI maintains performance metrics on suppliers 
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      and reports them to VITA on a quarterly basis. 

Additional qualification criteria for approved SOW vendors includes: 

 In order to participate, the vendor must not be prohibited from 
doing business within the Commonwealth and as part of the 
onboarding, CAI checks the vendor against published vendor 
disbarment lists. 

 Each vendor must sign a subcontractor agreement with CAI. In 
addition they must provide copies of their W-9, all required 
insurance certificates, and marketing literature. 

Additional details on this process, including the questionnaire used in 
evaluating SOW vendors, are presented in Attachment A: 
Process Flows. 

 
 
 
 
 
 
 
 
 
 

6. 

 
 
 
 
 
 
 
 
 

Does your solution offer Statement of 
Requirements (SOR) templates? If yes, 
please describe your process for creating 
and maintaining the templates. 

 
 
 
 
 
 
 
 
 
 

Y 

Yes, our solution provides both an SOR and an SOW template; both 
are currently in use for the VA ITCL contract. The SOR document is 
used by the agencies to define and document their project needs. The 
SOW template is conversely used by the vendors in documenting their 
solution and responding to requirements. CAI built these templates 
based on our firm’s 30+ years experience in information technology. 

In our first two years delivering SOW services to the Commonwealth, it 
became increasingly evident that the agency users were challenged in 
providing the required level of detailed scope for fixed price work. 
While we believe the current SOR template includes the appropriate 
topic areas, the template contains free form sections that give the 
agency wide latitudes in providing the requested information. In an 
effort to provide better tools to agency users, we will make the 
recommended changes to the SOR template to include more specific 
questions, checkboxes, and/or drop down menus aimed at defining 
scope at a more detailed level. We recommend adding a new template 
addendum required specifically for application development projects 
which ensures even greater scope detail. 

We have provided the following list of potential template modifications 
only as examples meant to illustrate the types of detailed questions that 
will be added. We recommend working with agency users (specifically 
VDOT) and VITA in developing a revised SOR template and 
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      corresponding SOW template during Phase 2 Implementation. 

Project History and Business Need: Add specific questions to this 
section of the template to better define the project goals. 

 What led the agency to this need? 

 What does the agency hope to accomplish as a result of 
this project? Are there specific performance expectations 
or requirements? 

 Describe the current technical infrastructure that is 
relevant to this project. 

 Does this SOW represent a small project within a larger 
agency project? If so, are there schedule and/or other 
dependencies? 

 Are there other project or third party contingencies that 
need to be considered? 

 How will the agency determine project success? 

Project Management and Organizational Structure: Add questions to 
this section of the SOR requesting agency to better determine project 
management responsibilities. 

 Provide specific persons responsible for the following 
agency obligations: 

 Project management 
 Contract administration 
 Deliverable reviews and signoff 
 Infrastructure support (if applicable) 

Scope of Work: Ensure better definition of scope by providing a more 
detailed outline in this section of the SOR. Drill down in this section by 
asking users to break out delivery areas and provide more specific 
details on required tasks, deliverables, and acceptance criteria. 
Recommended outline: 

 Scope Overview 
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       Scope Detail by Task 

 Task objective 
 Specific activities required by Supplier 
 Agency role/obligations in accomplishing this 

task 
 Required deliverables for this task 
 Acceptance criteria for each required 

deliverable 

 What project tasks are NOT included in the Supplier’s 
scope of work? 

Project Schedule: Add questions to this section of the SOR to further 
define project schedule. 

 Is there a clear understanding of the project timeline or is 
the provided schedule just an agency estimate? If the 
latter, can the Supplier propose an alternate delivery 
schedule? 

 What are the consequences if the dates you’ve provided 
aren’t met? 

 What is the agency’s role in meeting those dates? 

Training and Knowledge Transfer: Add questions to this section of the 
SOR to better define the training and knowledge transfer requirements. 

 Will the Supplier be required to provide formal training? If 
so, provide details relating to the following: 

 Does the agency require classroom or web 
training? 

 Define the number of training sessions. 
 Define the number of training participants. 
 Define the specific training deliverables and 

acceptance criteria. 
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       Are there any other requirements for 

knowledge transfer? 

Application Development SOR Addendum: This addendum to the SOR 
will be required for all application development projects and will include 
questions relating to each phase of the development lifecycle. 

Requirements/Design 

 Are the functional requirements fully defined and 
documented? 

 If not, what assumptions should the Supplier make about 
the level of effort required to complete the requirements? 

 Are there resources within the business who will be 
responsible for working with the Supplier to determine 
requirements? If so, explain. Will these resources be 
readily available for meetings? 

 Are the technical requirements/design fully defined and 
documented? 

 What specific requirements and design documents will the 
agency require as deliverables? What are the acceptance 
criteria for each of these documents (i.e., specific formats 
or agency templates that must be used)? 

Development 

 Will Supplier development occur onsite within agency 
environment or offsite in Supplier’s own development 
environment? 

 Will Supplier be required to follow any specific 
development methodologies or processes? If so, explain. 

 If code is developed in Supplier’s environment, what are 
the requirements/processes to migrate code into the 
agency’s environment? 

 Are there any contingencies for Northrup Grumman 
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      responsibilities that need to be taken into consideration? 

If so, explain impact on process and/or timeframes. 

 Outside of the code delivery, what other deliverables will 
be required for this phase? Provide list of deliverables and 
acceptance criteria for each. 

Testing 

 Does the project require testing at varying phases or only 
prior to implementation? Explain. 

 Is system testing required? Define agency and Supplier 
responsibilities. What are the specific deliverables and 
acceptance criteria? 

 Is integration testing required? Define agency and 
Supplier responsibilities. What are the specific 
deliverables and acceptance criteria? 

 Is performance testing required? Define agency and 
Supplier responsibilities. What are the specific 
deliverables and acceptance criteria? 

 Is user acceptance testing required? Define agency and 
supplier responsibilities: 

 Who will develop the test plan and test 
scripts? If Supplier, define specific formats 
required and/or other acceptance criteria. 

 Will more than one round of UAT be 
required? If so, explain. 

 What agency users will be involved in 
conducting UAT? Are there any special 
considerations for scheduling these 
resources? 

 Are there specific requirements for UAT 
session timeframes? 

7. Does your solution include providing 
ongoing assistance to customers 

Y CAI’s SOW solution includes a deep hands-on approach to working 
with agency users. CAI’s AMs heavily assist customers throughout the 
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  completing the SOR? If yes, please 

describe. 
  entire SOW lifecycle, including: 

 Conduct meetings and/or calls with new agency users for program 
introduction. 

 Provide coaching on SOW process and use of contract/contractual 
obligations. 

 Prior to developing the SOR, work with the customer in determining 
whether a staff augmentation or SOW requisition is warranted to 
meet the customer’s needs. 

 Work with agency in completing the SOR template to ensure 
completeness and accurate statement of requirements. This 
historically has included multiple discussions, CAI’s redlining of the 
SOR document, and assistance writing the document if necessary. 
This requires CAI’s educating/coaching on scope definition, agency 
vs. vendor obligations, contractual issues, etc. 

 Guide agency/make recommendations for use of pre-bid 
conference calls, vendor orals, or negotiations. 

 Conduct regular and proactive check-ins with agency users on 
project updates and overall program satisfaction. 

 CAI’s Help Desk is available to assist with the use of Peoplefluent 
as well. 

(i) The following provides 
additional information 
relating to our  AM’s 
high level of support to 
both agency 
customers and SOW 
vendors throughout 
the phases of an SOW 
requisition. 

(ii) Inception Phase 

 Work with agencies to create the SOW requisition in 
Peoplefluent. 



  Contract VA-130620-CAI, Exhibit A  

Page 30 of 113

 

 

 

 
    Statement of Work Services 
  Requirements A B 
       Make necessary changes in Peoplefluent, then 

approve/release the SOR to vendors in the appropriate 
Tier. 

(iii) Bidding Phase 

 Address general SOW questions from vendors. 

 Compile formal questions from vendors and forward them 
to the agency for response and/or further discussion. 

 Post Q&A documents in Peoplefluent. 

 Host and facilitate pre-bid conference calls. 

 Communicate requisition updates and/or changes to 
vendors via email. 

 Cursory review of all SOW responses; provide coaching as 
necessary to vendors who aren’t using the template 
correctly or have failed to represent a clearly documented 
solution. 

 Send award notifications to all responding vendors via 
email. 

 Provide post-award feedback to losing vendors. 

(iv) Engagement Phase 

 Review the winning SOW for: 
 contractual issues 
 scope issues (reviewing from both the 

agency and the vendor perspectives) 

 Reach out to the agency to discuss any concerns or to 
clarify their intentions. 

 Hold conference calls with vendors to discuss issues and/or 
changes, or redline the document and send it back for 
review and discussion. 
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       Upload redline and final versions into Peoplefluent and 

notify the agency for final review and acceptance. 

 Execution of SOW documents (same process for SOWs and 
Change Requests): 

 Execute the SOW with the agency (requires 
frequent communication between the 
agency and the MSP team) 

 Execute Cover Letter with vendor (via email) 

 Coordinate and complete background checks with vendor 
as necessary (liaison with VDOT Security Office). 

(v) Project Phase 
(Contract 
Administration) 

 Maintain ongoing contact with engaged vendors to check 
on project status, issues, and concerns. 

 Address concerns/problem solve/escalate with agencies as 
required. 

 Milestone tracking reports; monitoring deliverables. 

 Advise/coach agencies and vendors re: when change 
requests are needed. 

 Redline or write Change Requests to ensure contractual 
issues are covered and scope issues are clear. 

 Execute Change Requests with Agencies and Vendors. 

 Contact agencies for required PO changes. 

 Track all Change Requests on the master spreadsheet; 
report to VITA on 1st of each month. 

 SOW Terminations: advise on contractual obligations 
related to terminations, negotiate price changes related to 
terminations. 
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       Track agency deliverable approvals in PF and follow up as 

necessary. 

 Email Customer Satisfaction Surveys to agencies at the 
closure of every SOW. 

 Add survey information to the CAI’s master repository of 
survey data. 

 Track sent surveys for receipt/following up as necessary. 

 Record scores on master spreadsheet upon receipt of 
completed survey. 

 
 
 
 
 
 
 
 
 
 
 
 

8. 

 
 
 
 
 
 
 
 
 
 
 

Does your solution include tracking 
customer acceptance of SOW deliverables 
and Milestones? If yes, describe in detail. 

 
 
 
 
 
 
 
 
 
 
 
 

Y 

As the project progresses, the vendor will complete milestone 
deliverables and expect payment. After completing the deliverable for a 
milestone, the vendor will mark the milestone completed within 
Peoplefluent. Although this is most likely known, this officially notifies 
the Customer that the vendor believes the milestone deliverable has 
been completed. If the Customer agrees and approves the milestone 
deliverable(s), he/she marks the milestone ‘Approved’ in Peoplefluent. 

The approval of a milestone in Peoplefluent initiates the payment tasks. 
A Peoplefluent Report produces the data for CAI to produce the invoice 
to the Customer. Peoplefluent also notifies the vendor that the 
milestone has been approved, and the vendor invoices CAI for their 
milestone payment, per the milestone payment schedule submitted and 
accepted with the SOW response. 

Invoices are paid and work continues until all the milestones have been 
completed. When the vendor believes that the entire project is 
completed, the Project Complete (final milestone) is marked complete. 
When the Customer approves the Project Complete milestone, the 
process for final invoicing including holdback, if any, is initiated. This 
also initiates the project closeout process within Peoplefluent. 

Business Objects reporting is also used to track the status of 
milestones. These milestone reports are delivered to VITA and to 
individual agencies so they can monitor the deliverables. 

The process flow for these tasks is presented in Attachment A: 
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      Process Flows. 

 
 
 
 
 

9. 

 
 
 
 

Does your solution track subcontractor 
performance under the SOW including 
meeting milestones, deliverables and 
customer satisfaction? 

 
 
 
 
 

Y 

Vendor performance is reported through a series of performance 
reports via the Peoplefluent VMS Business Intelligence Platform, which 
can be run at any time. As noted elsewhere in this response, such 
reports include Milestone Tracking, late deliverables, SOW process 
cycle times, and vendor response rates. 

In addition, Customer Satisfaction surveys are sent to the agency 
manager at close of each engagement. This data is used for our 
internal SOW review periods, where we make sure we have enough 
and adequate vendors for each project category. It also provides 
feedback on CAI’s performance which drives continuous improvement 
initiatives. Agency users are asked to return the completed Customer 
Satisfaction Surveys to both CAI and VITA. 

 
 
 
 
 

1 
0. 

 
 
 
 
 

Does your solution provide alerts and or 
reports of past due milestones and 
deliverables? 

 
 
 
 

 
Y 

A milestone tracking report is automatically generated and delivered via 
email to the CAI AM as well as the Agency Project Sponsor(s). This 
report lists all of the milestones for each SOW as well as their status 
based on the milestone delivery date agreed to in the SOW project 
plan. The report contains alerts to highlight those milestones which are 
past due. 

A sample of this report is included in Attachment D: Sample 
Reports. 

In addition to the milestone report, VDOT currently uploads the 
milestone data for their SOWs via an Excel spreadsheet generated 
through Peoplefluent. They are then able to track their SOW 
milestones in their own project tracking system. 

 
 

 
1 
1. 

 
 
 

Does your solution record and track by 
cost center, by agency and by location? If 
yes, please describe. 

 
 
 

Y 

Peoplefluent includes standard reports, and CAI has developed 
additional reports that track SOW requisitions by cost center, agency, 
and location. The configurability of the application allows users to track 
and record data by cost center, agency, and location. Data is able to 
be filtered and reported via any organization parameter that is  
captured. 

Samples of the Monthly Milestone Report and the Milestone Schedule 
Report are included in Attachment D: Sample Reports. 
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1 
2. 

 
 
 

Does your solution record and track by 
budget and accounting data? If yes, please 
describe. 

 
 
 
 

Y 

As part of the SOW requisition process, we capture the cost center and 
budget from the Purchase Order that corresponds to the SOW 
requisition. We use this information not only in invoicing, but also to: 

 Monitor Purchase Order spend based on approved 
milestones 

 Process change requests when additional milestones need 
to be added or modified 

 Provide Quarterly Report content 
 
 
 

1 
3. 

 
Does your solution have the ability to 
electronically generate invoice, (one per 
milestone), that details all charges by 
project and PO and by cost center? If yes, 
please describe. 

 
 

 
Y 

Our solution generates an invoice after the customer has verified that a 
deliverable marked “Complete” by the supplier has been satisfactorily 
delivered by approving a vendor submitted milestone via Peoplefluent. 
That invoice includes the Agency name, PO Number, PO Line Item, 
and approved milestones associated with the invoice. The invoice, 
along with copies of the approved milestones from Peoplefluent, are 
emailed to the agency contact unless the agency indicates that delivery 
via regular mail is preferred. 

 
 
 
 
 
 
 
 

1 
4. 

 
 
 
 
 
 
 

Does your solution allow unique user(s) 
business rules and regulations to be 
embedded in the workflow? If yes, please 
describe. 

 
 
 
 
 
 
 

Y 

The VMS workflow is configurable and can be modified to 
accommodate varied needs specific to each agency. 

CAI has the ability to add custom fields in order to track items which are 
important to the Commonwealth. For example, adding a flag to a 
requisition to indicate an ARRA funded engagement allows the 
Commonwealth to track the spend and activity tied to ARRA funding. 
Unlimited custom fields are available to track similar types of 
legislations and regulations. 

Our solution also accommodates unique requirements in processes 
due to government regulation, such as variable requirements for: 
citizenship, DUI check for DMV, tax record checks, and classification of 
resources (e.g., H1B, 1099s). 

Under the new program, CAI will enhance our onboarding checklists by 
detailing each agency’s unique requirements. CAI will implement the 
Compliance Manager Functionality in order to track onboarding and 
offboarding tasks. The Compliance Manager configuration can replace 
“paper” checklists and can generate email notifications and alerts when 
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      items are due or need to be renewed. 

CAI has the ability to modify the requisition release workflow for each 
unique requisition to allow for distribution to a specific group of vendors. 
If an agency requests to utilize a SWaM only firm in an effort to meet 
SWaM spend goals, we have the capability to send the requirement out 
to only SWaM certified firms, as designated in Peoplefluent. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 
5. 

 
 
 
 
 
 
 
 
 
 
 

Does your solution include support? If yes, 
do you provide 24 hours per day / 7 days a 
week support for your solution? (At a 
minimum include: Days/Hours of 
Coverage, Expected Resolution 
Thresholds, Help Desk Support Levels 
(Tiered), Escalation Model, and Reporting.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Y 

The support offered for SOW requisitions is the same as that for staff 
augmentation. 

Your first line of support is our local account team who are dedicated to 
this account. During normal business hours, they can be reached for 
support on the contract, tool, and other MSP-related questions. 

CAI’s MSP Operations administrators provide Level 1 support for any 
help desk calls, logging and tracking issues, and questions from both 
Virginia and vendor users. Having provided support under all of our 
MSP contracts, they have extensive expertise in all procedures related 
to these contracts. 

They are able to answer general questions on how to utilize the 
contract, but escalate to the local AMs as necessary. The team also 
has deep experience with the Peoplefluent VMS tool and is able to 
answer “how to” questions related to the use of the tool from the 
agency, vendor, and candidate perspectives. They are capable of 
providing ad hoc training over the phone when needed, i.e., talking to 
the user and walking him/her through a process. Some common help 
desk requests are: 

 Password resets 
 Timesheet corrections 
 Guidance on entering requisitions 
 Addressing Peoplefluent VMS problems 
 Responding to report requests 
 Completing user setups 
 Providing training 

Access to the Help Desk is available 24x7. CAI provides unlimited 
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      support calls to our MSP Help Desk. CAI provides live help desk 

support 8:00 a.m. to 5:00 p.m. We will continue to utilize the phone 
numbers established under our current contract. Our MSP Program 
Office help desk utilizes a toll free number (800-635-5138) and a local 
Virginia number (804-288-4246) as well as a dedicated email address 
(VAITCL_Help@compaid.com) and fax (804-288-4358). In addition, our 
CAI Account Management team is available via local Virginia telephone 
numbers. All of these means of communication are available to         
the user community so that CAI can assist with every aspect of the 
procurement lifecycle. 

During normal business hours, the question/issue will be received by 
our Level 1 support team who will log and classify the issue within our 
issue tracking system. Level 1 will either address the issue/question 
themselves or escalate to Level 2 support. Outside of normal business 
hours for critical issues, the requestor will be directed to Level 2 
support (CAI) or Level 3 (Peoplefluent). The CAI MSP help desk also 
has the VMS provider help desk at its disposal for assistance with 
issues and questions regarding the tool itself. 

CAI utilizes a help desk call tracking system called MSP Service Desk. 
Using it, we can report on types of calls, escalated calls, and issues 
with this system. 

 

 
1 
6. 

Can you provided a detailed workflow map 
of the end-user steps necessary to submit 
a request, receive acknowledgement, 
review resumes, select candidate, monitor 
time reporting, and request monthly/weekly 
business report? If so please include a 
copy. 

 
 
 

Y 

 

 
Please see the detailed workflow map of the SOW process provided in 
Attachment A: Process Flows. 

 

 
1 
7. 

Will you arrange for a pre-employment 
national, regional and local background 
check for each resource that will have 
access to Commonwealth work tasks, 
facilities, systems or operations either 
through on-site access or through remote 
access? If yes, please describe the 

 
 
 

Y 

Yes, CAI’s account management team works with the agencies to 
document the background check requirements for each position and 
uses the VMS tool to track the corresponding documents and 
credentials for each resource and engagement. 

The national, regional, and local background check is required by the 
Commonwealth and reveals any prior convictions for a resource. It is 
our experience that many agencies require customized background 
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  process.   screening criteria, so we work with each agency to clarify what 

comprises passing criteria. Background checks are performed after 
selection, but before engagement. 

Onboarding does not normally continue if the background check report 
is missing. Contained within our onboarding process is the validation of 
the completed background checks and any other required checks. 

 
 
 

 
1 
8. 

 
 
 

Do you have experience conducting 
background checks? If yes, please 
describe. 

 
 
 
 

Y 

Prior to a candidate being able to begin an engagement, for standard 
background screening, CAI currently obtains from the vendor a national 
criminal background check (covering felonies, misdemeanors, and the 
sex offender registry). This is the standard baseline qualification to 
begin assignment under the program. Certain agencies require varied 
background screenings, and CAI works with the agency to meet these 
guidelines. Examples are VDOT, TAX, and VSP. 

As a company, CAI has experience conducting background checks as 
CAI’s Human Resources department performs background checks on 
all employees. 

 
 

 
1 
9. 

 

 
Does your solution include providing 
written confirmation that the background 
checks have been conducted prior to the 
on-boarding of any resource? 

 
 
 
 

Y 

As part of contractor onboarding procedures, CAI requests a national 
criminal background check be provided by the vendor prior to a 
candidate being able to begin an engagement. The vendor submits a 
copy of this background check for validation. CAI reviews to ensure 
that it is an acceptable screening and that there are no issues. CAI 
alerts the agency that the screening has been received and is 
acceptable, and the contractor is cleared to begin work on the project. 
Some agencies require written confirmation (ex. VITA) and CAI submits 
a signed document as part of onboarding. 

 
 

 
2 
0. 

Certain public bodies may have additional 
background or security checks required 
before entry to government buildings or 
access to information is granted. Does 
your solution including arranging for 
additional background or security checks 
based on individual customer 
requirements? If yes, please describe how 
will these be provided? 

 
 
 
 

Y 

 
Yes, under the new program, CAI will utilize agency-specific 
onboarding checklists. In this case, the checklist will include the 
appropriate background checks and notification for the agency prior to 
access being granted. Again, CAI will require the vendor to provide the 
required background and/or security checks. The vendor will submit 
them; CAI will verify/review, and then notify the hiring agency. 
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    Statement of Work Services 
  Requirements A B 
 
 
 
 

2 
1. 

 
 
 

Does your solution ensure that a resource 
will not begin work until they have 
successfully passed the required 
background checks? If yes, please explain. 

 
 
 

 
Y 

CAI AMs strictly follow the onboarding checklists, all of which include 
background checks. Under the new program, CAI will develop 
onboarding checklists for each agency, so that tasks such as additional 
background checks are included. As a rule, we will not complete the 
onboarding process without an acceptable background check. In the 
event that a vendor needs to replace personnel during project delivery, 
they will be required to send notification to CAI prior to the change to 
ensure time to complete the background checks. These onboarding 
tasks and requirements will be reviewed by CAI in detail at a project 
kickoff meeting for each SOW engagement. 

Figure 7: Responses to Statement of Work Services 



  Contract VA-130620-CAI, Exhibit A  

Page 39 of 113

 

 

 
 

C. C. Vendor Management System (VMS) 

  Vendor Management System 
  Requirements A B 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 

 
 
 
 
 
 
 
 
 

 
Do you agree to provide the VMS 
application for all customers from an 
independent third party? If yes, please 
describe in detail including the names and 
versions of the VMS and other software 
application(s) included in your solution and 
a high level diagram illustrating how the 
application is architected. Please include 
the platform/language the system code is 
written in and the type of database(s) 
supported by the application. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Y 

Peoplefluent VMS 6.0.x will be used as the technology platform. The 
application is offered via a Software as a Service (Saas) model and 
accessible via a supported web browser. The Peoplefluent VMS 
application is built on core Microsoft technologies. The architecture is 
multi-tiered and is extended with XML throughout the logical tiers. XML 
is utilized for all intra-object communication. The application can be 
generally divided into four layers: a presentation layer, a page logic 
layer, a business logic layer, and a data services layer. An architecture 
diagram of the Peoplefluent VMS is included in Attachment C: 
Peoplefluent VMS. 

The presentation layer uses Microsoft ASP.NET pages to deliver 
content to the user. JavaScript is used for all client side processing and 
the application runs without session or state for optimal load balancing. 
The presentation layer relies heavily on the page logic layer to avoid 
extensive processing at the script layer. The returned XML from the 
page logic layer is parsed with XSLTs and the result set presented to 
the user. 

Within the page logic layer, each ASP.NET page utilizes a 
corresponding page logic object. It is responsible for all communication 
to the required business entity and business logic components that are 
required for a given transaction. The page logic layer communicates up 
to the display layer and down to the business logic layer. 

The business logic layer is written in .NET. This layer is further 
comprised of business entity objects and business logic objects that act 
on these business entities. For example, candidate and engagement 
will be business entities. A business logic component will know how to 
engage a candidate. The business logic layer communicates up to the 
page logic layer and down to the data services layer.  The data services 
layer is written in .NET. All application database transactions are 
controlled and managed using .NET architecture. 

 
2. 

Does your solution provide effective, 
interactive control and use with nonvisual 
means and provide 508 Compliance in 
accordance with the following standard 

 
N 

While the VMS application is not currently 508 compliant, Peoplefluent 
has made accessibility improvements with several of their products. 
The Peoplefluent VMS product team is keenly aware of the importance 
of accessibility to their clients and users relative to Section 508 
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    Vendor Management System 
  Requirements A B 
  regarding IT Accessibility and 508 

Compliance: 

http://www.vita.virginia.gov/uploadedFiles/ 
Library/AccessibilityStandard_GOV103- 
00_Eff_11-04-05.pdf 

(Refer to www.section508.gov and 
www.access-board.gov for further 
information) 

If yes, please describe how this 
functionality is achieved and include a 
completed Voluntary Product Accessibility 
Template (VPAT) with your proposal: (The 
VPAT template is located in APPENDIX C 
of the Accessibility Standard (GOV103- 
00)). 

If no, does your 
solution/application/product provide 
alternate accessibility functionality? Please 
describe. 

  (Electronic and Information Technology Accessibility Standards, 36 
C.F.R. § 1194) of the Rehabilitation Act of 1973 (29 U.S.C.A. § 794d) 
and the Web Content Accessibility Guidelines 2.0 (WCAG 2.0). 

Plans to bring the Peoplefluent into ADA Compliance are under 
discussion. Current compliance levels match those found in similar 
VMS software. 

CAI’s local Account Management team is ready and willing to assist 
any users who need in person, one-on-one assistance in utilizing the 
ITCL contract and using the Peoplefluent VMS application in fulfilling 
their project needs. 

 
 
 
 
 
 

3. 

Does your solution comply with all current 
COV ITRM Policies and Standards, as 
applicable, found at: 
http://www.vita.virginia.gov/library/default.a 
spx?id=537. 

If proposed solution does not, please 
provide details that specify the 
Standard/Policy and how Supplier's 
solution does not comply. 

 
 
 
 
 
 

Y 

Peoplefluent’s security infrastructure, standards, policies, and 
procedures are modeled from several industry data security and privacy 
standards such as OWASP, ISO-17799, HIPAA, and SANS best 
practices. To prevent unauthorized access or disclosure, maintain data 
accuracy, and ensure the appropriate use of Personal Information, 
Peoplefluent has adopted appropriate physical, electronic, and 
managerial procedures to safeguard and secure the Personal 
Information we process. We follow generally accepted industry 
standards to protect the personal information submitted to us, both 
during transmission and once we receive it. 

Peoplefluent undergoes SSAE16 audits of our RMS and VMS systems 
annually and has been found compliant for both. Our solutions are also 
hosted in a SSAE16 audited Internet data center. 

4. Is the proposed VMS application a web- Y Peoplefluent VMS is a 100% web-based application and accessed via a 
supported browser such as Internet Explorer, Google Chrome, Safari, 
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    Vendor Management System 
  Requirements A B 
  based application?   and Firefox. 

 
5. 

Is VITA, on behalf of the Commonwealth, 
able to acquire the license from the VMS 
provider directly on its own behalf? Please 
explain. 

 
Y 

Under our contract, CAI holds the license with Peoplefluent. However 
should the Commonwealth desire it, a license can be obtained directly 
from Peoplefluent. 

 

 
6. 

 
 

Do you have an established relationship to 
the VMS provider? If yes, please describe. 

  CAI has been in a partnership with Peoplefluent since 2004, utilizing the 
Peoplefluent VMS application in support of MSP contracts with   
multiple State clients. In addition, Linda Leiby (MSP Operations 
Manager) is a member of the Peoplefluent Client Advisory Board where 
she is able to provide input on Peoplefluent’s VMS technology 
roadmap. 

 
 
 
 
 
 

 
7. 

 
 
 
 
 

Does your solution integrate both the SOW 
and Staff Augmentation functions in the 
VMS? If yes, please explain how the VMS 
supports the staff augmentation processes 
and the SOW processes. 

 
 
 
 
 
 

 
Y 

Peoplefluent’s VMS technology platform will enable integration with 
your contingent workforce, be it through traditional staff augmentation  
or project services (SOW). Peoplefluent VMS has a “Project 
Procurement” feature that provides you another option for requirement 
creation and management with your vendor audience. Project-based 
activities are defined as tasks that are outsourced to the clients’ vendor 
community which will be paid by one or more of the following methods: 
milestone completion, % complete, time & materials, etc. Both options 
are available in one integrated solution but are separated enough not to 
negatively impact a user who is only interested in one of the solutions. 
Vendors can be configured so they are only able to receive Staff Aug 
requirements, SOW requirements, or both. 

Reporting metrics specific to Staff Augmentation and SOW can be 
produced as well as combined so that users can see the full breadth of 
the use of the contract for the Commonwealth or a specific agency. 

 
 

8. 

Is there any part of the Staff Augmentation 
or SOW functions that are not supported 
by the tool (e.g. customer satisfaction 
surveys; group resumes submission, etc.)? 
If yes, please explain. 

 
 

Y 

 
Customer satisfaction surveys are currently available for Staff 
Augmentation within Peoplefluent, and will be available for SOW in 
2013. 

9. 
Does your solution include change 
management processes related to VMS? If 
yes, please describe how version changes 

Y 
Peoplefluent uses an Agile development methodology. Agile 
methodology prioritizes features and capabilities while also permitting 
the ability to be reactive to emerging market and client requirements. 
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    Vendor Management System 
  Requirements A B 
  and/or upgrades are tested and 

implemented. 
  Agile concepts including “sprints” and “iterations” are used by groups 

organized into engineering “scrums” to confirm the right release 
cadence and tempo as well as identify situations where extra capacity 
has become available or where project risks are emerging. Each 
“scrum” has a “scrum leader” who is responsible for overall 
synchronicity and cadence of releases. 

The Peoplefluent Product Management, Engineering, and Operation 
teams follow this process to release new versions to clients: 

 Identification: Product Management team members 
create “story cards” defining features in Rally which is a 
3rd party tracking system. 

 Definition: Story cards are defined to support the 
business relevance of the intended feature as well as the 
design intentions from a software engineering standpoint. 

 Testing: Quality assurance test plans are derived directly 
from these story cards which define accurately how the 
product will “work as designed.” 

 Confirmation: Test plans are set up in standard and 
repeatable fashion with QA serving in a decision-making 
capacity related to release readiness based on test plan 
results. 

 Release: Following release from QA, the new maintenance 
or major release is delivered to the Operations team who 
run through a series of documented steps to apply the 
release to client production and staging environments. 

Quality Assurance is built into the Agile process and definition of test 
cases (and direct involvement of quality engineers) is part of the “scrum 
process.” The following quality measures are in place for all releases: 

 “Story cards” serve as a foundation for test plans that 
simulate real-world product usage. 

 Quality engineers run tests throughout the development 
process. 
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    Vendor Management System 
  Requirements A B 
       Source code practices prevent engineering check-in of 

code that includes errors that would “break the build.” 

 Test automation is in place to run in parallel to testing 
conducted by quality engineers. 

 A “code freeze” date is established in advance of release 
after which new elements are not introduced into source 
code unless approved through an escalated override 
procedure. 

The organization’s Quality Assurance lead approves release to the 
Operations team which conducts an additional set of quality and 
hardening steps before applying the new release to client 
environments. 

 
 
 
 
 
 
 
 
 

10 
. 

 
 
 
 
 
 
 
 

Does the VMS provide workflow 
management (e.g. automated alerts of 
requisition and/or time sheet approval)? If 
yes, please describe in detail including any 
workflow that requires human intervention. 

 
 
 
 
 
 
 
 
 
 

Y 

Peoplefluent VMS supports a full range of email notifications and 
actions based on configurable triggers in the process. Users receive 
informative notices of actions and directions on what to do next. Hot 
links within the notifications bring the user directly to the page requiring 
action, further enhancing productivity. Each user in the approval chain 
can make individual comments and approve or reject the requirement 
— and Peoplefluent VMS keeps a historical log. 

For example, the level of control Peoplefluent VMS provides over 
approvals ensures that your company’s processes are followed in the 
most efficient manner incorporating alerts and notifications. The 
workflow can be tailored to distribute requirements prior to approval, or 
requirements can be distributed only after approval of a purchase order. 

The approval process can be tailored based on the level or number of 
approvals required — or users can manually define an approval chain: 

 Define the highest level of authority needed to complete 
an approval 

 Limit approvals according to budget considerations or by 
organizational structure 

 Select an alternate approver (delegate) for workflows and 
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  Requirements A B 
      for time/expense approvals 

 Set up engagement approvals during requirement creation 
or candidate placement 

Email Approvals are also supported for timesheets allowing a user to 
provide feedback without logging into the application. 

 
 
 
 

11 
. 

 
 
 

Does your solution include a help desk to 
assist with VMS related issues? If yes, 
please describe, including how users 
would submit issues, and support hours. 

 
 
 

 
Y 

The CAI Operations team provides a Level 1 help desk to all users. A 
user may call the helpdesk at our toll free number (800-635-5138) 
during normal business hours between 8:00 a.m. and 5:00 p.m. to 
submit an issue or request assistance in using the VMS application. A 
user may also send an email to our help desk at  
VAITCL_Help@compaid.com at any time. Our Operations team 
members are experts in the processes and workflows specific to 
Virginia. They will either answer the question themselves, or escalate 
the issue to the appropriate person. The team also has a direct line to 
Peoplefluent for any application related issues that they must resolve. 

 
 
 
 
 
 
 
 

12 
. 

 
 
 
 
 
 

 
Does the VMS application address 
security? Please provide details on the 
level of security inherent in the VMS. 
(Provide an attachment to detail the levels 
of security inherent in your application) 

 
 
 
 
 
 
 
 
 

Y 

Authentication rules and standards include three layers of login 
authentication: unique userid, password, and unique organization id. 
Initial user groups (called “regions”) are tailored during implementation. 
Post-implementation, user groups and their regional access privileges 
are maintained by your system administrator within each user’s account 
profile. Organizational hierarchies are also configured within 
requirement classes enabling support for a broad range of 
organizational structures. Peoplefluent VMS can integrate to an HRIS 
system to load organizational structure into our application to avoid 
redundant organization structure maintenance. This creates an intuitive 
interface with which to manage complex organization structures. 

Peoplefluent provides a high level of definition to both a user’s role as 
well as their individual responsibilities. The user role provides the 
overall framework for application access and authority. However, in 
addition to the role, the individual user can have different 
responsibilities such MSP rights, proxy time sheet entry, time/expense 
approval, and so forth. As a result, VITA can determine within the 
application the level of security and authority to meet varying roles. 

Control rules and logon ids are managed by your system administrator 
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    Vendor Management System 
  Requirements A B 
      users. 

It is also important to note that the application and data center are 
reviewed against SSAE-16 standards. 

Please see Attachment C: Peoplefluent VMS. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13 
. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Does your solution protect against your 
system being compromised. If yes, please 
explain the warranty provided. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Y 

The solution includes advanced security features and practices to 
protect the confidentiality and integrity of client data and the privacy of 
individual candidates. Login to the Peoplefluent application utilizes a 
three-tier security model that requires the user to provide an org id 
(unique to your organization), as well as a unique userID and 
password. Passwords are encrypted and stored in the client database. 

 
 

Client data is stored within a shared database structure which is 
logically divided into organizational units. Client data is separated 
through SQL security and database schema for the VMS application. 

 
 

Peoplefluent is SSAE-16 audited for VMS, which includes the review 
and validation all security policies and procedures. 

 
 

Peoplefluent hosts its solutions in a world-class SAS 70 Type II 
compliant Internet Data Center in Lithia Springs, GA. The SAVVIS AT1 
Data Center is designed to meet the stringent demands of Enterprise 
customers for Power Management, Heating/ Ventilation/Air 
Conditioning (HVAC), Fire Suppression, Seismic Engineering, Physical 
Security, and Tier 1 Internet connectivity. 

 
 

The solution includes advanced security features and practices to 
protect the confidentiality and integrity of client data and the privacy of 
individual candidates. Warranty detail will be discussed during contract 
negotiation and governed by the Master Agreement and Service Level 
Agreement. 
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  Requirements A B 
 
 
 
 
 
 

 
14 
. 

 
 
 
 
 
 

Does your solution provide hosting of the 
VMS? If yes, please describe your data 
center in detail. 

 
 
 
 
 
 
 

Y 

Peoplefluent hosts Peoplefluent VMS in a world-class SSAE-16 audited 
SAVVIS Internet Data Center in Lithia Springs, GA. The data center 
selects multiple primary Internet backbone network providers on diverse 
local access facilities for the hosting facility. The facility            
leverages established preferred provider relationships with major Tier 1 
network providers for connectivity. 

Checkpoint SPLAT (NGX) firewall clusters are utilized for front-end 
security of the application environment. These firewalls are 
administrated and monitored as a managed service with 24/7/365 “eyes 
on screen” monitoring. Checkpoint SPLAT (NGX) firewall clusters are 
utilized to separate the back-end data processing networks and the 
DMZ networks of the RMS application environment. These firewalls are 
managed by the Peoplefluent Production Security Team. A Checkpoint 
(NGX) firewall cluster is used to control access between the     
corporate and production networks. These firewalls are managed by 
the Peoplefluent Security Team. 

 
15 
. 

Will the VMS be hosted on hardware and 
software platforms dedicated for CoVA's 
sole use? If not what further steps do you 
take to protect each of your customer’s 
data from access by other customers? 

 
 

Y 

Client data is stored within a shared database structure which is 
logically divided into organizational units. Client data is separated 
through SQL security and database schema for the VMS application. 
Authentication rules and standards include three layers of login 
authentication: unique userid, password, and unique organization id. 

Figure 8: Responses to Vendor Management System (VMS) 
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D. D. Talent Management 

      Talent Management 
  Requirements A B 
 
 
 
 
 
 
 
 
 
 
 
 

 
1. 

 
 
 
 
 
 
 
 
 
 

 
Does your service ensure timely access to 
high quality talent that meets customer 
needs? If yes, how do you ensure that 
CoVA has access to the best candidates 
the market can offer? 

 
 
 
 
 
 
 
 
 
 
 
 

 
Y

Our solution is built on managing to Service Level Agreements (SLAs) 
that focus on the accuracy and timely delivery of high quality talent. Our 
success rate for Fill Rate is exceptionally high. 

A strong supply chain is a critical success factor in any MSP program. 
Since CAI, as the MSP, will not respond to any of the requirements 
posted by COVA, we absolutely rely on our network of vendors to 
provide their strongest candidates to support Virginia endeavors. We 
support our vendors by mentoring them on their placements, meeting 
with them one-on-one, and providing them with feedback on their 
submissions and placement history. Vendors want to be part of our 
network because they understand that our network is accessible and 
fair to all participants. CAI has the ability to limit the number of 
candidates submitted by vendors; per requisition. 

Maintaining a full and fully primed pipeline is an exercise in trend 
analysis, supplier communications, vendor outreach, and active 
recruiting of new suppliers. We follow a consistent screening process 
for vendors, i.e., we apply the same selection criteria to all, and we use 
the same contract for all subcontractors. This is a critical success 
factor, because all vendors know they receive equal treatment. The 
rate card from vendors to CAI is public knowledge, as is the contract. 
As part of contract flow-down, we ensure that the vendor community 
understands its obligations to the COVA and to the contract. Our 
screening protocol also includes a process to confirm that the vendor is 
not prohibited from doing work for COVA. 

All these practices are designed to support a network that will deliver 
high quality resources within the required timeframes. 

 
 
 

2. 

 
Does your solution validate that the 
candidates can provide the needed skills 
requested by the customer? Please 
explain and describe your screening 
process. 

 
 
 

Y

The review and validation of candidates’ experience, skills, education, 
and employment history is part of our AMs’ responsibilities. 

When a vendor submits a candidate for a requisition, there is a series of 
check boxes or input fields for affirmation of key data, such as the skills 
the candidate possesses and his/her availability. The vendor must 
respond to each required and desired skill and note the candidate’s 
years of experience in each one. 
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  Requirements A B 
      The Peoplefluent VMS provides a display of the candidates with scoring 

for comparison and ranking. The overall score is broken down by 
skill/certification matching. All requested information is listed, i.e., skill 
sets, certifications, years of experience, and availability dates. 

Candidates who do not have a résumé attached to their profile in the 
Peoplefluent VMS tool will be rejected. 

The CAI AM reviews the candidate submissions and calls the 
candidates to validate the information provided by the submitting  
vendor. It is our experience that validating the candidate by phone is the 
best method of determining the accuracy of his/her skill, interest, 
availability, and vendor representation. By speaking with the candidate, 
we are able to deliver a higher quality of available and interested 
resources to COVA. We are also able to reject all candidates deemed 
not ready for assignment for any reason, such as issues with 
communication, location of assignment, traveling for interviews, and 
vendor representation. This process enables us to provide the Virginia 
Hiring Manager with a set of pre-qualified, available candidates ready  
for interview and selection. This is an important quality control aspect of 
our solution which saves time for Virginia managers. 

The AM documents the results of the screening in Peoplefluent VMS 
and forwards the best candidates to the Agency Hiring Manager for 
review. 

 
 
 
 
 

3. 

 
 
 
 

Does your solution utilize strategies to 
address labor and/or skills shortages? 
Please explain how and describe your 
experience. 

 
 
 
 
 

Y 

CAI AMs work closely with agencies to learn about upcoming requests. 
We then provide that information to the vendor community so that they 
can begin recruiting and preparing for those requisitions. Virginia has 
some challenging skills sets to obtain. Our local account management 
team is consistently reaching out to vendors, asking for concentrated 
focus on certain requisitions, and getting their feedback on market 
recruiting. 

In the past, we have leveraged a vendor network base that has a broad 
span of contractors and skill sets. When a particularly challenging 
combination of skills and experience is needed, we can take advantage 
of the open enrollment and bring on a supplier who has the right 
resources, such as emerging mobile technologies. 
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    Talent Management 
  Requirements A B 
      CAI proposes working with VITA to develop additional mechanisms for 

providing the hard-to-find labor and accommodating shortages. Two 
ideas are: 

 Tiering: CAI proposes to reduce the core performing  
vendor tier, without jeopardizing the “open” network 
benefits. Tier 1 will be SWaM vendors and several high 
performing non-SWaM vendors. These vendors will receive 
all competed requirements first. We will still allow open 
enrollment for vendors, but they will join the network at a 
higher level tier (i.e., Tier 2), and not necessarily see all 
available requirements, but will be available to fulfill needs 
where we needed to cast a very wide net. We will 
structure the remaining Tiers as desired by COVA to meet 
the demand of all skills needed within the program, and to 
promote performance monitoring of vendors. 

 Special Exemption: The following requirement will be 
implemented only after a written request from VITA. 

Adding a ‘special exception,’ much like the exceptional 
process for Named Resources, for Hard-to-Find 
resources that will enable CAI to place its own 
employees when the vendor network fails to supply 
viable candidates. In several other MSP state programs 
that CAI manages, CAI has the capacity to place 
contractors under the contract, in specific, well defined, 
approved instances. Each program varies, and          
for Virginia, we propose utilizing CAI’s internal 
recruiting team to: 

 source challenging, difficult to find resources where the 
vendor network is coming up with few options for 
resource selection. CAI will open the requirement up to 
our recruiting team to also source candidates, or pull 
from our internal IT consulting teams. 

 place consulting resource to oversee or assist with 
delivery. Examples would be business analysts, 
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  Requirements A B 
      architects, or project managers to assist with SOW 

client demand. 
 assist with employment related issues where a 

contactor needs VISA sponsorship, and their vendor is 
unable to process. CAI will step in to employ the 
resource in order to have business continuity for the 
agency. 

The real solution to maintaining a ready supply of qualified IT resources 
lies in balancing supply and demand. This narrative describes our 
approach to ensuring a steady supply of high-quality resources for any 
level of Virginia demand. 

 
 

Anticipating Demand 

Demand can rise and fall, of course, and we use our extended 
repository of metrics to evaluate all aspects of utilization. For example, 
we analyzed the unusually high demand for “Senior Consultant” labor in 
Pennsylvania in 2009 and recommended reconfiguring the category into 
five discrete job titles, resulting in savings estimated at $1.1 million. 
When we implemented the first major Microsoft .NET application in the 
Commonwealth in 2004, .NET skills were scarce and costly; from our 
review of labor utilization in recent years, we know it is now more 
commonplace, leading to our recommendation to adjust rates down. 

Our account team will work closely with the agencies and monitor 
Virginia standards and strategic plans to forecast demand and changing 
technology skill requirements. The analyzed and confirmed information 
is then communicated to the vendor community to assist them in 
developing the pipeline of resources. In addition, our State Government 
technical support staff supports the Account Management team by 
noting emerging trends based on RFP, RFI, and request for quote 
(RFQ) procurements, as well as monitoring technical trade publications 
for emerging technologies. This is a significant value-add of having an 
IT firm manage the contract, in contrast to a less-technical firm. 

As part of normal SLA monitoring, we evaluate and report on contract 
usage by multiple dimensions, e.g., agency, vendor, job category. 
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  Requirements A B  

      Historic usage by job title will be part of the quarterly SLA report to 
Virginia. We evaluate these metrics by quarter, region, and year to 
identify specific trends; we also monitor them across all MSP accounts, 
particularly those in close proximity to Virginia. This is one method of 
projecting potential requirements based on historical demand. 

Supplier Pipeline 

Maintaining a full and fully primed pipeline is an exercise in trend 
analysis, supplier communications, vendor outreach, and active 
recruiting of new suppliers. Our proposal represents a strong supply 
chain capable of responding to all job titles, levels, and requirements 
shown in the RFP. 

Balancing Supply and Demand 

We balance supply and demand by establishing market or near-market 
rates so that the full network will have more than sufficient capacity to 
meet the client’s requirements. If bill rates are too low, the 
Commonwealt 
h will be Laws of Supply and Demand 
competing with Traditional rules of supply and demand will impact 
the larger the contract. We stay ahead of the demand curve 
market of IT by following industry trends and pro-actively 
users, i.e., meeting with multiple Virginia clients and 
commercial suppliers. We stay ahead of the supply curve by 
firms with preparing our vendor network to respond to 
similar IT current and future demand. 
requirements. 

We will 
respond to 
these market dynamics as we have in our other MSP accounts, i.e., by 
remaining abreast of emerging technologies and requirements and 
preparing our suppliers for them. For example, we currently send an 
email to all Virginia suppliers each week describing the status of recent 
requisitions (Open, Filled, etc.) and, more importantly, preparing them 
for soon-to-be-released requisitions. We will work hand-in-glove with 
Virginia to help ensure that wage rates reflect market realities. 
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  Requirements A B 
      We are highly confident in the ability of our future vendor network to 

respond to all Virginia requisitions across the life of the contract. 

Much of the management of supply and demand is described in our 
Quarterly Reports. Please see Attachment B: Performance 
Reports for examples of our recommendations. 

 
 
 
 
 
 
 
 
 
 

 
4. 

 
 
 
 
 
 
 
 

Is your service able to support of variety of 
diverse customers? If yes, explain how 
you can provide services to diverse set of 
customers and meet each customer’s 
unique requirements (approval, billing, 
etc.). 

 
 
 
 
 
 
 
 
 
 

 
Y 

Over the last six years, CAI has engaged contractors across 83 
agencies for the Commonwealth, both executive and non-executive. Of 
those, 29 are diverse, i.e., non-Executive agencies. We have filled 203 
engagements for these diverse VA entities. Across all of our other MSP 
contracts, we have placed 456 contracted resources for 20 disparate 
agencies, ranging from institutions of higher education, to local quasi- 
government associations. 

Although the process framework of our solution is flexible, it still 
provides a strong core guideline for usage. With it, we are able to meet 
the variety of demands for agencies under the Governor, and all the 
other agencies and quasi-government entities not under the Governor. 
Each has its own financial systems, purchase order process, and 
approval chains. Once we meet with a new agency to understand and 
outline their full lifecycle process, we can match it to our standard 
process and conform to areas that differ, while maintaining consistency 
under our contract. 

Our current contract has 15-20% of our requisitions from agencies not 
under the Governor. These are the irregular requests, and we can and 
do customize our services to accommodate them. 

The data within Peoplefluent is segregated by agency which allows us 
to configure Peoplefluent specific to executive agencies such as VITA 
and VDOT or counties such as Arlington and Henrico. 

 
 
 

5. 

Occasionally, the customer has need for 
highly specialized skill sets or personnel 
with special certifications that are not 
routinely available. Does your solution 
include fulfilling this need? If yes, describe 
the process you use to fill a request that for 
such specialized skill. 

 
 
 

Y 

The MSP offering is set up to deliver any IT skill set that the state 
requires, and the industry provides technology and trained resources for 
delivery. 

The process is the same as described above in our response to Talent 
Management requirement 3 (page 48). 

We illustrate with a current example: COVA needs an SOA Architect 
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      that must be a US citizen (most US citizens with these skills are not 

contingent). We will follow same process, i.e., enter the requisition and 
get a PO. However, our AM works closely with the agency and the 
vendor community to align potential resources in advance if possible. 
Our AM is able to connect with a known IBM-local partner, who had a 
local SOA resource available, and get that vendor reengaged in the 
program. The AM assists the vendor in renewing their insurance 
certification, coaches them through the invoicing and Peoplefluent time 
entry, resulting in their first start under the program. 

We can also release the requisition to all vendors at the same time to 
maximize response time. If the need is known in advance, we give 
vendors a heads-up so that they can start recruiting. Vendors in 
network submit candidates; CAI AMs screen and forward the best three 
to five candidates. 

This situation is a special exception, where we suggest allowing - with 
proper control - CAI to fill a requisition. Because CAI is a full service IT 
firm, we will be able to place one of our employees who is not 
contingent in the hard-to-find slot. 

 
 
 
 
 

 
6. 

 
 
 
 
 

Does your solution provide a technical 
screen of candidates? If yes, please 
describe. 

 
 
 
 
 

 
Y 

Our AMs conduct a phone interview with the top ranking candidates. 
He/she contacts the candidate to confirm specific contents on the 
résumé. This is the most critical step because our AMs, who all have a 
technical/consultative/IT staffing background, can use their experience 
and knowledge to critically evaluate a candidate's overall fit over the 
phone. 

When the AM conducts the screening, this score is one tool he or she 
uses. The AM uses his or her overall industry knowledge during a 
phone call with the candidate to validate the accuracy of the résumé 
against the requirement along with the candidate’s responses to 
technical questions. In other words, our AMs filter out candidates and 
firms who overstate their qualifications while assessing a candidate’s 
suitability for placement. 

 
7. 

Do you ensure that only available 
candidates are submitted in response to a 
work request? If yes, please describe how 

 
Y 

Vendors must own the responsibility of submitting appropriate 
candidates, i.e., available, with skills matching the requirements, and 
possessing experience that matches the job title. In theory, all 
candidates submitted into Peoplefluent should be acceptable 
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  you accomplish this.   candidates. The CAI AM verbally screens each candidate forwarded to 

the agency, as part of an in-process requisition. Part of the AM 
validation screen is the candidate’s interest level, skill match, and timing 
for availability, considering other opportunities they are currently 
interviewing for, and in some cases, the end date of their current 
engagement. If a candidate is no longer available, the vendor is 
directed to update the candidate’s status in Peoplefluent, thus alerting 
everyone that the candidate will not be considered. 

 
 
 
 
 
 
 
 
 

 
8. 

 
 
 
 
 
 
 

 
Do you have a procedure to address 
replacement coverage for no shows or 
cancellations? If yes, what procedures are 
in place to protect the customers’ if/when 
this occurs? 

 
 
 
 
 
 
 
 
 

 
Y 

We propose the same process we currently use in VA: 

“If a resource begins work for a particular agency, and the agency 
determines within the first weeks (five business days) that the resource 
does not have the skills or capabilities necessary to complete the job as 
requested in the original requisition, the agency may request that the 
resource be replaced immediately, and COVA shall not pay for the work 
conducted by the unacceptable resource. COVA shall also require that 
the replacement resource be provided at no charge for the first five days 
of work after replacing an inadequate resource.” 

In addition, CAI has added tracking fields to the candidate detail screen 
for internal use, and CAI will provide additional reporting. We use these 
fields to track interview and assignment start behavior: 

 Interview Requested But Candidate Declined? (CAI Use 
Only) 

 Interview Scheduled But Candidate Didn’t Show? (CAI Use 
Only) 

 Offer Made But Candidate Declined? (CAI Use Only) 

 Offer Accepted But Candidate Doesn’t Start Assignment? 
(CAI Use Only) 

 

 
9. 

 
Do you have a process to ensure that the 
stated skills of the resource match their 
actual capabilities? If yes, please explain 
the process. 

 

 
Y 

There is an alarming trend of inflation of skills on résumés, particularly 
in VMS cities. 

Within our current process, we will work to combat this by increased 
sensitivity to the issue, increased screening, and by recording instances 
in the vendor’s performance records. We propose for this new contract 
that we include a vendor performance score on accurate representation 
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      of candidates. 

However, a more proactive approach is to involve the candidate in the 
process and their job destiny. We propose to alter the Right to 
Represent form to add a sentence that states: “The information 
presented in my résumé is an accurate representation of my 
professional experience.” 

 
 
 

10 
. 

 
 

Does your solution include methods to 
ensure that the resources proposed in a 
SOW are available and able to complete 
the project? 

 
 

 
Y 

For this new contract, CAI proposes enhancing the SOW process to 
provide additional focus on project staffing. Currently, as part of agency 
negotiation with a chosen provider, the agency reviews resource 
planning. 

We propose that our AM joins the kick-off meeting or a separate 
onboarding session at the project startup for the SOW. This onboarding 
step will outline the resource plan for each SOW. We will plan for timely 
and complete background checks, SOW milestone and contract term 
review, and validating the resource plan. 

Figure 9: Responses to Talent Management 
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1. 

 

Does your solution provide subcontractors 
who will perform the work for the 
Commonwealth? If yes, please explain 
whether these subcontractors will be 
provided from your existing subcontractors 
utilized in other accounts or whether they 
will be solicited specifically for the 
Commonwealth. 

 
 
 
 
 

Y 

CAI has large existing subcontractor base that is currently providing all 
engagement and SOW project services to COVA. We propose to 
continue to use our existing subcontractor network, making any 
modifications to the Tiering structure as determined during 
Implementation. CAI’s solution promotes fair competition amongst 
small, minority, and local businesses. In fact, the current ITIL vendor 
network includes approximately 49% Virginia-based firms. 

Our network has been developed to suit the needs of Virginia, and 
while some of the suppliers may be in our other MSP vendor networks, 
requisitions go out only to those suppliers qualified for the COVA 
network. 

 
 
 
 

2. 

The selected supplier is expected to act as 
the prime contractor of all IT staff 
augmentation and SOW services for 
CoVA. All resulting orders, SOW’s, and 
payments would be between the 
Commonwealth and the MSP. Do you 
agree to serve as the prime contractor in 
your solution and be accountable for the 
performance of your subcontractors? 

 
 
 
 

Y 

 
 
 
 

CAI accepts this stipulation. 

 
 
 
 
 
 

3. 

 
 
 

 
VITA has defined a set of minimum terms 
and conditions that need to be included in 
any agreement with your subcontractors. 
Do your subcontractor agreements ensure 
that the subcontractors will comply with 
VITA's minimum terms and conditions? 

 
 
 
 
 
 

Y 

All of the enrolled suppliers contracted to provide Staff Augmentation 
services or SOW Services will be contractually bound to the minimum 
standards detailed by VITA. For instance, each of the suppliers will 
agree to use eVerify to guarantee work eligibility for each of their 
engaged resources, and they will all agree to carry errors and omission 
insurance for the term of their service in the Virginia Supplier network. 

CAI will publish a supplier-facing web portal to serve as a repository for 
all of the enrollment materials and sub-agreements. Through the term 
of the contract the web portal will be updated to include addendums to 
the sb-agreements or changes to the MSA, for instance. 

CAI proposes modifications to the Staff Augmentation subcontractor 
agreement provided with this RFP. They are detailed in the 
Contracts section, as directed. We also propose continuing to use 
the current SOW Subcontractor Agreement, with small modifications. 
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      It, too, is provided in full in the Contracts section. 

 
 
 
 
 
 
 
 
 
 
 
 

4. 

 
 
 
 
 
 
 
 

 
Do you have the ability to manage 
subcontractor relationships? Describe  
your experiencing managing staffing 
subcontractors, including how you manage 
subcontractors to meet the business needs 
of the users (understanding the requisitions 
or SOR's, pricing, efficiently 
on-boarding, etc.) 

 
 
 
 
 
 
 
 
 
 
 
 

Y 

CAI has managed subcontractor relationships for 20+ years, and since 
2004 in the MSP realm. 

We manage our subcontractors legally through subcontractor 
agreements (SAs). We utilize unique SAs for each MSP contract. 

We also provide oversight and mentoring to our subcontractors to 
assist them in their overall management, e.g., best practices for 
recruiting and presenting candidates. We hold routine vendor/supplier 
training events that provide, among other constructs: 

 Best practices for recruiting 

 Upcoming needs from the Commonwealth 

 Use of the Peoplefluent VMS tool 

 Process reviews 

 Changes in pricing, if applicable 

 Onboarding requirements and techniques 

We send out weekly requirement notification on the status of open 
requisitions. 

Because of the deep local experience of our Account Management 
team augmented by long standing professional careers in IT and 
Staffing, our AMs truly mentor and coach new vendors, new 
companies, and companies that have no COVA or MSP/VMS 
experience how to be successful within this model. 

 
 
 

5. 

Do you have a standard approach to 
subcontractor selection? If yes, please 
describe how do you select the optimal mix 
of subcontractors? Explain the tactics 
would you suggest in assessing the 
optimal mix of subcontractors on an on- 
going basis. 

 
 
 

Y 

As always, we welcome Commonwealth direction and input on vendor 
selection and tiering decisions for both staff augmentation and for 
SOW-based requisitions. 

You will find that our vendor network model provides vendors with an 
equal opportunity to compete and to grow as a business. This 
encourages small and minority business participation by lowering the 
barriers to entry. 

Our experience is that, once CAI is awarded an MSP contract, vendors 
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      contact us to be part of our network. Additionally, we hold vendor 

meetings during Implementation and throughout the contract to attract 
and support new vendors in the network. 

In Virginia, we will continue to utilize the existing network of vendors 
that is in place. 

We offer the preferred MSP model for Vendors. CAI’s vendors have 
experience working in many other “MSP” models with other commercial 
companies. Most often we hear that our vendors have minimal success 
in these other models due to lack of feedback, communications, or 
partnership with the managing firm. CAI views our vendor network as 
critical business partners and we maintain an open line of 
communication with them. We provide weekly feedback on open 
requisitions. As a result of this partnering approach, CAI’s vendors 
demonstrate a real commitment to the program which translates into 
speed, accuracy, and quality service back to the Commonwealth. 

CAI’s model includes a proactive vendor outreach program that: 

 Supports local, regional, statewide, or national candidates 
in order to meet customer demands while motivating 
vendors to place a high priority on the Commonwealth’s 
business 

 Is built on experience mentoring the vendor network on 
how to change their business models to be most effective 
under the contract 

Our vendor enrollment criteria for Staff Augmentation vendors is  
outlined on the ITCL program’s public portal (http://smsa.compaid.com). 
Checklists and agreements for enrollment are listed so that vendors 
can preview the information to determine if they can meet the minimum 
guidelines for enrollment. We have included this document for your 
reference in Attachment A: Process Flows. 

CAI limits the enrollment criteria for vendors for SOW services to meet 
pre-defined guidelines of companies capable of providing fixed-price 
project deliverables. We conduct an in-depth evaluation of vendors to 
determine which firms can be relied upon to successfully complete 
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      SOW projects through the contract, and for the Commonwealth. 

We plan to begin the new contract utilizing the approved SOW firms 
that are currently identified and in place. At least once yearly, we will 
hold an open enrollment period, where a questionnaire will be sent to 
vendors who have communicated an interest in becoming an SOW 
vendor or who we’ve identified will be a good partner for the program. 
CAI developed a standardized questionnaire that focused on the 
following four key areas: 

 Company Information such as years in business, 
certifications, D&B score, etc. 

 Financial Information based on financial statements and 
legal actions 

 Personnel Details such as number of staff, placements, 
training programs, turnover, experience in deliverables- 
based work, etc. 

 Firm Experience in the following 15 specialty areas: 

 
 
 

6. 

Do you have an established process for 
tracking and measuring subcontractor 
performance in submitting and placing 
quality candidates and providing effective 
SOW solutions? If yes, please describe the 
process and include a list of key 
performance indicators currently used for 
measuring subcontractor performance in 
your customers' contingent workforce 

 
 
 

Y 

 
In addition to tracking vendor credentials in the VMS tool, we use the 
underlying metrics from our VMS tool to show vendor responsiveness 
as a measure of performance. When meeting with vendors one-on- 
one, we show them their own “dashboard,” using it to discuss their 
performance. A sample dashboard with simulated data appears in 
Figure 10. 

Application Development Back Office Solutions 

Business Continuity Planning Business Intelligence 

Business Process Re-engineering Enterprise Architecture 

Enterprise Content Mgmt. GIS 

Information Security IT Infrastructure 

IT Strategic Planning IV&V 

Project Management Public Safety Communications 

Radio Engineering Services 
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  programs.    

VENDOR DASHBOARD 
XYZ Company Grand Total Engaged: 3 3.85

Tier1 Engaged: 3 100.00
Tier2 Engaged: 0 0.00
Tier3 Engaged: 0 0.00
Tier4 Engaged: 0 0.00

Total Requirements 43 Grand Total Submitted: 78
Total Engagements 3 Grand Total Unique Submittals: 65 83.33

Total DBE Engagements 3 100.00% Grand Total Submitted Round 1: 74 94.87
Grand Total Submitted Day 1: 70 89.74
Grand Total Submitted Day 2: 3 3.85
Grand Total Submitted Day 3: 1 1.28

Grand Total Forwarded: 15 19.23
Tier1 Forwarded: 15 100.00
Tier2 Forwarded: 0 0.00
Tier3 Forwarded: 0 0.00
Tier4 Forwarded: 0 0.00
Avg Score: 107.66

Grand Total Candidates < 100%: 14 17.95
Grand Total Candidates >= 100%: 64 82.05

Figure 10: Sample Vendor Dashboard 

CAI provides transparency into the details of contract performance in 
our quarterly reviews and by publishing results like these on the public 
portal. There are several standard reports and processes we have 
created to give us the data needed to manage vendor activity: 

 Performance Survey: For Staff Augmentation we send 
out a survey at periodic intervals for manager feedback on 
contractor performance. For SOWs we send out a 
performance survey at the end of the project to assess 
overall satisfaction of the vendor and the success of the 
project. 

 Staff Augmentation Vendor Performance Dashboard: 
This report is part of our Quarterly Review, and is also 
posted on our Program Portal for public access. Important 
data to view as part of this report is vendor activity in the 
areas of total submission count, engagement count, total 
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      candidates forwarded to manager for review, and four-day 

window submission count. If we determine that re-Tiering 
is something that will benefit the program, this existing 
report can be modified to capture the data needed for 
performance review and Tiering review. 

 Bi-Yearly SOW Review: We hold enrollment 
opportunities periodically for SOW vendors (i.e., once 
yearly) but review the current state of vendor coverage bi- 
yearly. This is an internal review where we ensure that all 
SOWs released had the coverage goal of submittals, and 
that we have enough vendors for each category and the 
appropriate vendors for each category. 

 
 
 
 
 
 
 
 
 
 
 

7. 

 
 
 
 
 
 
 
 
 

Do you have an established process for 
communicating feedback to subcontractors 
on their ability to meet the customer's 
business requirements? If yes, please 
explain the process and how it impacts the 
program. 

 
 
 
 
 
 
 
 
 
 
 

Y 

As described above, we develop a “dashboard” of performance metrics 
for each subcontractor, which we share with them on a periodic or as- 
needed basis. 

We find that this feedback is enlightening to new vendors, and it is the 
basis of our supplier mentoring. We use it to demonstrate areas for 
improvement and offer best practices for correcting deficiencies. 

We hold periodic vendor training, where we discuss best practices for 
vendor success and discuss key elements of COVA culture to promote 
successful activity. 

Our Account management team is very “hands-on” in working with our 
vendors to provide specific feedback on submittals, resources, future 
anticipated openings, and performance. Our team accepts invitations 
weekly with vendors, either in person or via conference, to assist them 
in delivery needs for the Program. 

We also provide these metrics to the Commonwealth in our Quarterly 
Reports, providing full transparency into the vendor/supplier base and 
their responsiveness. 

Comments can be added to the candidate details page within 
Peoplefluent that is viewable by the vendor. If a candidate is rejected 
after submission, the CAI AM or Agency Hiring Manager can add 
comments detailing the specific reasons for the rejection. In addition, 
candidate evaluations can be made viewable to the vendors. All of 
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      these options provide direct feedback to the vendors on their candidate 

submittals. 

 
 
 
 
 
 
 
 
 

8. 

 
 
 
 
 
 
 
 

Does your solution include safeguards to 
insure impartiality when recruiting and 
referring resources? If yes, please 
describe. 

 
 
 
 
 
 
 
 
 

Y 

Within Peoplefluent, the vendor/supplier is not viewable when the 
candidates are forwarded to the agency; only an indicator of SWaM 
vendor is visible. This is a configurable option which can be modified if 
the Commonwealth would desire to change direction on this approach. 

Vendors are instructed to not place résumés on their own letterhead or 
template; we provide a neutral CAI letterhead format for all vendors to 
use. 

We maintain a no-contact program. That is, vendors will not pass 
résumés to managers directly. All activity will come through the MSP 
program to be considered an In-Process Requisition. 

We give as much time as possible to the vendors to ensure that we 
have the best candidates possible within SLA. Then we rank and score 
the candidates using Peoplefluent. We screen and interview the top 
candidates. In doing so, we capture interview/screening notes that can 
be seen; this promotes transparency to the screen process. The 
outcomes of our process are: 

 Impartiality 
 Transparency 

 
 
 
 
 
 

9. 

 
 
 

Do you have a range of subcontractors are 
you able to effectively manage within a 
customer program? Please explain the 
range, specify the highest number of 
subcontractors currently engaged for a 
single customer and describe any 
constraints. 

 
 
 
 
 

Y 

CAI’s MSP Program is staffed and available to meet the 
Commonwealth’s needs for subcontractor management. Currently we 
are managing over 400 vendors, at a program level, within the VA ITCL 
Program. Virginia’s MSP Program is the largest subcontractor network 
that we currently have in place, under one program. However at a 
practice level, our MSP Services Organization is managing over 800 
subcontractors across our MSP Programs. We have the ability to scale 
up or down from our current state of support. 

We would like the opportunity to discuss with the state how to most 
effectively manage very large and growing open vendor network 
programs. CAI is also open to managing a smaller network of vendors 
and building a vendor performance management program around the 
network to include tiering and performance metrics. Depending on the 
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      size of the network, our Performance Management capabilities will 

differ. 

 
 
 
 

10 
. 

 

Do you have a process to address when a 
resource "job shops" between 
subcontractors before their assignment is 
completed? If yes, please explain the 
communications plan to alert the customer 
and what actions would be taken to 
prevent a disruption of service. 

 
 
 
 

Y 

In our solution, this visibility and control are provided by the MSP, CAI. 
We include safeguards (data captured, checklists, flags) so that we do 
not submit a candidate, or approve a candidate who is moving between 
agencies without agency/manager approval on both ends. 

If we find that a resource is changing vendors, we take an advisory role; 
after all, we cannot mandate who a person works for. We do advise 
them, discussing non-compete clauses that may be in effect in their 
current contracts, and asking them to finish their current agreement. If 
we have knowledge that the resource is changing employers, we always 
make this known to the current vendor. 

 
 
 
 
 
 
 
 
 
 

11 
. 

 
 
 
 
 
 
 
 
 

Do you have a process to address the 
situation when you learn that a 
subcontractor is recruiting any other 
subcontractor’s resources? If yes, please 
explain the process. 

 
 
 
 
 
 
 
 
 
 
 

Y 

This type of predatory recruiting can be disruptive to service and the 
practice is strongly discouraged. We use the following process to 
discourage the practice of predatory recruiting. 

When an AM learns of the potential for a predatory situation, he or she 
contacts the engaged resource to gather details of the situation. The 
AM will tell the resource that CAI will contact their firm and ask for 
outreach to the employee. In the event the employee is simply hoping 
to “swap” employers, CAI counsels the employee as to the legal risk 
and tells him or her that CAI doesn’t allow this activity. If the resource 
is having problems with his or her current employer, the AM gathers 
details of those problems. For instance, a resource may have a 
payment delay or a contract dispute with the current employer. The AM 
can seek guidance from CAI Human resources, legal, or immigration 
attorneys for advice on resolution. 

The AM then contacts the representing firm and requests outreach to 
the resource which enables the firm resolve the situation with their 
employee. The AM will also request that CAI be kept apprised. 

In most instances this mediation resolves the issue and maintains 
service for the engaged resources. In some instances, the situation is 
not resolved and CAI will need to intervene in greater depth. For those 
instances we propose program enhancements to include a 
performance tracking field in the vendor master file to record a history 
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      of predatory recruiting. We can then use this criteria in subcontractor 

performance reporting. 

In addition, a non-solicitation clause will be added to the sub-agreement 
that prohibits the hiring of resources performing service under the 
program. 

 
12 
. 

Does your solution reveal whether a 
resource is a W2 or 1099? Please 
describe. 

 
Y 

This field is a required field for the vendor to complete when submitting 
a candidate. We track this information about resources. It is a field on 
the individual’s detail screen. Because we capture this information, we 
are also able to report on it, if/when needed. 

 
 
 
 
 
 

13 
. 

 
 
 
 

 
Do you have a process to ensure 
continuity of operations in the event a 
subcontractor must be removed from the 
program for any reason? If yes, please 
explain the process. 

 
 
 
 
 
 

 
Y 

In rare instances, a firm must be removed from the program. An 
example of a situation involved a mid-sized firm that closed operations 
overnight, apparently due to a criminal charge in the State of New York. 
This firm held engagements across several states. The CAI Account 
Management team contacted all employees to verify the situation and 
worked with each of them to locate new employers who will meet their 
needs from the standpoint of employment agreements. In some special 
situations, CAI became the employer. These situations were resolved 
with no disruption to state service in any of the affected programs. In 
the following months the CAI legal team worked with each resource to 
recoup any lost wages for their time of service. 

For these instances, CAI observes the issue escalation plan and relies 
on CAI legal counsel as well as immigration attorneys and Human 
Resources for legal, fair, and equitable resolutions that maintain service 
to the Commonwealth. 

 
 
 
 

14 
. 

 

 
Do you have a process to ensure 
continuity of operations in the event a 
subcontractor's resource must be removed 
from the program for any reason? If yes, 
please explain the process. 

 
 
 

 
Y 

CAI accepts that at times, contractors must be removed from the 
program. CAI’s AMs have experience in handling these situations. We 
like to learn about performance related issues as soon as possible so 
that we can work together on the best contingency plan. Through 
Peoplefluent, we release a performance survey to the hiring manager at 
30 days after engagement begins, as a checkpoint to the contractor’s 
performance. We also release performance surveys at end of 
engagements. 

Agencies are encouraged to call CAI as soon as they believe a 
contractor will need to be removed. We can determine if the need is 
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      immediate, and work out timing of notification, badge/equipment return, 

and agency permission shut down. If the need is immediate, we will 
discuss how critical the role is to the agency, if an existing resource can 
provide services, or if we need to backfill. We can determine how 
quickly the backfill needs to happen and can fulfill as a standard 
process or we can fulfill as an Urgent need. If the timing is not 
immediate, we can look for a replacement to bridge services prior to 
release of the current contractor. 

 

 
15 
. 

Does your solution ensure that the 
resources which were originally committed 
to an SOW remain on the project and 
complete all deliverables? If yes, please 
explain. 

 
 

No 

Unfortunately, CAI cannot control the movement of subcontractor 
resources. 

We recognize that this can be disruptive to a project. In this new 
contract, CAI pledges to increase focus on project resource planning. 
CAI will emphasize the importance of and reinforce commitment 
through participation in project kickoffs and reviews of resourcing plans. 

Figure 11: Responses to Subcontractor Management 
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1. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Do you have experience providing MSP 
services in a Government environment? If, 
yes please explain. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Y 

CAI has been providing MSP services to state government on an 
enterprise-wide level since 2004. To date, we have eight state MSP 
accounts: PA, VA, NJ, ME, IA, OH, DE, and AR. Our experience 
affords our clients the following advantages: 

 We have experience filling even the hardest-to-find 
combinations of skills and experience. To date, across all 
contracts, we have filled 16,287 requisitions. 

 We have experience managing, supporting, and working 
with suppliers. Across all contracts, our networks include 
937 suppliers. 

 We are strongly committed to, understand, and manage to 
meet government’s targeted business requirements. Since 
our first contract started in Pennsylvania, we have 
achieved aggressive targeted business requirements; we 
have processes and network participants in place that, 
together with our Account Management, make a positive 
impact on those segments of business within your state. 

 We have government experience in filling project based 
orders through the MSP process. CAI successfully 
developed and implemented your process for fulfilling 
Project Based Orders under our current IT Contingent 
Labor contract with COVA. Since its inception in the winter 
of 2010, we have filled 99 Project Based Orders for the 
Commonwealth. 

 Our solution includes a large vendor network. Not only 
does this afford us the ability to fill all requests within the 
SLA, it also promotes a fair, vendor-neutral environment in 
which small businesses can effectively compete against 
very large suppliers, reducing the barriers to entry. We 
also have experience in qualifying vendors for project- 
based work, in order to maintain a network of strong 
suppliers skilled in delivering on deliverables-based SOWs. 
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      A large vendor network, and a network where we can add 

vendors, is important within VITA in the event that 
managers request a vendor perform work that is emerging 
in technology or is very specific to the nature of their 
agency, or is a legacy product. 

 We have seasoned, dedicated AMs who have years of 
experience within the government environment. Not only 
are they capable of reviewing requisitions, screening 
candidates, and managing on- and offboarding, but they 
are themselves IT professionals who understand the 
special requirements and pressures of government service. 

 Our MSP Operations staff serves all our government 
clients, and no others. Therefore, they are intimately 
knowledgeable of invoicing and reporting requirements in 
the government environment. 

 We achieve our SLAs. All of our MSP contracts include 
SLAs, and our processes and methods are finely tuned to 
meet even the most aggressive of SLAs. Within State 
Government, having a consistent and achievable method to 
validate goals and performance levels is important when 
Programs are very public, and at times high profile. 

 Our proven implementation experts have participated in all 
of our statewide MSP implementations, again, with 
experience in government policies and procedures that are 
addressed during new contract implementations. We have 
experience implementing state policy efficiently and 
effectively. 

 Our VMS tool, Peoplefluent, is best-in-class, continually 
improved, and easy to use. The application is easily 
configured to capture data surrounding important 
legislative measures, such as ARRA reporting. We are able 
to configure the system so resources are logging time 
against specific funding sources which is critical when an 
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      agency needs to track their federal funding or grant 

monies. 
 
 
 
 
 
 
 
 
 
 
 

2. 

 
 
 
 
 
 
 
 

Do you have an established process to 
respond to legislative, Governor's office, 
and oversight groups such as auditors and 
media? If yes, please describe the 
process. If you have a staff member 
assigned to such inquiries detail their 
experience responding to such inquiries. 

 
 
 
 
 
 
 
 
 
 
 

Y 

In our eight years of experience in providing MSP services to statewide 
enterprise, we have had occasions where we were asked to respond to 
legislative, Governor's office, or other government oversight groups. 

Our Program Executive Account Manager (EAM) responds immediately 
to these requests. The request is escalated to our MSP Director, Ellen 
Sigl, and either she or our EAM meets with the client. In most cases, 
they craft responses or speak on behalf of the client. In fact, part of the 
EAM’s employment responsibility to CAI is committing to media 
responses, both in behavior and speech. 

As you can see by our organization chart (see Section 6: CAI 
Profile), our MSP practice is aligned within our Government Services 
Practice. This affords our MSP management the collective experience 
of these practitioners in supporting government entities. Our operations 
management and HR groups are also deeply familiar with government 
requests on a daily basis. 

Examples: Cindy Sullivan, our Program Executive Account Manager, 
was contacted by the Richmond Times Dispatch for comment during 
the Program Rate Reduction Request in 2009. We did not respond, 
upon direction. In another instance, Cindy Sullivan contributed, as 
requested, in the IT Staff Augmentation Operational Review Committee 
Report that was sponsored by DHRM in 2008. 

 
 
 

3. 

 
 

Does your solution support the needs of a 
large number of stakeholders? If yes, 
please describe. 

 
 

Y 

Under our current MSP contract with COVA, we have supported the 
needs of 83 unique agencies and entities. Across all of our other MSP 
contracts, we support 237 unique agencies and entities. When we look 
across our COVA customer base, we see executive, higher education, 
and non-executive clients with varying technology needs, varying 
locality support, as well as security variances. Even across executive 
branch agencies, we encounter the same support needs. 

 
4. 

Does your solution support the 
Commonwealth's small, woman-owned and 
minority-owned (SWaM) initiative? If      
yes, please describe your efforts to support 

 
Y 

Yes, since the inception of our original SMSA contract with VITA, we 
have supported the Commonwealth’s SWaM initiatives. Our record 
(Figure 12) speaks for itself. 
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  SWaM and disabled veteran businesses.    
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Figure 12: SWaM Content in Virginia 

or this new contract, we have the ability to include Disabled Veteran- 
wned businesses, as a certification check, and preferred vendor 
signation if so desired by VITA. 

 
 
 
 
 
 

5. 

 
 
 
 
 

Does your solution support the needs of 
government to be fair, open, competitive 
and transparent? If yes, please describe. 

 
 
 
 
 
 

Y 

Our processes and methods clearly support government’s needs for: 

Fair and Competitive 

Our vendor network promotes fair competition. It allows 
small businesses to compete on even ground with large 
firms that have greater resources. 

Our vendors all work under the same pricing – which is 
readily available to them. This promotes competition on a 
different level – quality and responsiveness. 

And at the appropriate levels, our tool shields the vendor 
from the view of decision makers, so that placements are 
based on qualifications, skills, and experience – not the 
firm providing the resources. 
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       Open and Transparent 

CAI’s commitment to capturing metrics and reporting 
performance with them opens all aspects of our ITCL 
contract to the government and its citizens. Additionally, 
we provide a public-facing portal for the contract that all 
participants - from resources to vendors, CAI, Virginia 
agencies, and VITA - can all access to see the legal 
contracts, pricing, processes, and contacts. We welcome 
requests for reports on any of the information contained 
within our purview. 

 
 
 
 
 
 
 

6. 

 
 
 
 
 

Do you have experience supporting 
legislative changes that require immediate 
adjustments to the program? If yes, please 
describe. 

 
 
 
 
 

 
Y 

In 2009 we supported a program-wide rate reduction in response to a 
request from the Governor’s office. The Commonwealth was able to 
see immediate savings when CAI accepted the 10 percent discount 
request from the Chief of Staff, and was able to offer rapid savings that 
equated to over $800,000 in the first six months after the discount went 
into effect. 

Over the years, the Governor's office has had other initiatives that CAI 
has supported, and made modifications to the program to support. 
Telework is supported under the program as approved by hiring 
managers, as is Kaine’s Executive Order 33 to promote agency SWaM 
spend of a goal of 40%. 

CAI participated, as requested, in the IT Staff Augmentation Operational 
Review Committee Report that was sponsored by DHRM in 2008. 

7. Will you solution support legislative 
changes that require immediate 
adjustments to the program? 

 
Y 

 
Yes, with proper implementation planning. 

Figure 13: Responses to Government Environment 
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1. 

Does the account executive that would be 
responsible for CoVA's program have a 
minimum of 5 years of large account MSP 
experience? Please describe. 

 

Y 

Our Program Account Executive, Cindy Sullivan, has more than 16 
years experience as an IT EAM, much of it in Virginia, and nearly five of 
them spent on the VITA ITCL account. Her résumé appears in 
Attachment E: Résumés. 

 
 
 
 
 
 
 

2. 

 
 
 
 
 

Would local Richmond area personnel be 
provided to manage the ITCL services 
throughout the life of the contract? If yes, 
please describe the staffing plan. 

 
 
 
 
 
 
 

Y 

Our local account management team is dedicated solely to the VITA 
ITCL contract. While supported by our MSP Operations and senior 
management in Harrisburg, our account management team is located 
in Richmond now, and will continue to maintain the office under this 
new contract. They are: 

 Cynthia Sullivan, Program Executive Account Manager 

 Patricia Bowler, Account Manager 

 Christy Butcher, Account Manager 

 Additional, To-Be-Hired local Account Manager 

Administrative support is provided by Rebecca Newman who is part of 
the MSP Operations group in Harrisburg, PA. 

Their résumés appear in Attachment E: Résumés. 

 
3. 

Will VITA have the ability to accept or 
reject the proposed senior account 
executive? 

 
Y 

As always, VITA has the option of meeting with, interviewing, and 
approving or rejecting any of our account management team. 

 
4. 

Will you agree to replace the local staff if 
VITA, in its reasonable judgment, 
determines that the individual is not 
fulfilling the job responsibilities? 

 
Y 

While we believe that VITA is satisfied with our local staff, we will defer 
to VITA’s judgment should a performance issue arise regarding one of 
our local staff members. 

5. Do the senior account executive duties 
include: 

Y Cindy Sullivan is ultimately responsible for CAI’s performance on this 
account, including: 

5. 
a) 

Ensuring placement of qualified resources 
that meet the needs of the requisition or 
Statement of Requirements, 

 
Y 

Placement of qualified resources to meet staff augmentation or SOW 
requirements, 

5. Serving as a key point of contact for VITA Y Serving as a the key point of contract for VITA and all other public 



  Contract VA-130620-CAI, Exhibit A  

Page 72 of 113

 

 

 

 
    Account Management 
  Requirements A B 

b) and all other public bodies,   entities, 

5. 
c) 

Ensuring a high quality level of service, Y Managing to meet and exceed our aggressive service levels that lead 
to high quality service, 

5. 
d) 

Interfacing as an issue escalation catalyst, 
resolving problems and proactively, 

Y Acting proactively as liaison and intermediary in issue escalation and 
resolution, 

5. 
e) 

Addressing cost savings and optimization 
opportunities across CoVA, 

Y Continually looking to improve service and reduce costs to the 
Commonwealth, 

5. 
f) 

Deciding on changes to program and 
policies to ensure contract services remain 
effective and efficient. 

 
Y 

And managing the program policies and procedures for effectiveness, 
efficiency, and continual improvement. 

 
 
 
 

6. 

 
 

Are you providing similar services to other 
clients in Richmond and/or other areas in 
Virginia? If yes, how will you ensure CoVA 
has access to the best candidates in these 
areas? 

 
 

 
N 

VITA is our primary client in Virginia; and we have no other MSP 
accounts in Virginia. We provide staff augmentation services to World 
Bank on a smaller scale, and that account is managed outside the 
Government Services practice, and not by the VA ITCL account team. 

We have a dedicated account management team who focuses only on 
this contract, and will continue to do so. They act daily to ensure that 
agency needs are fulfilled. The vendor network that is assembled for 
the VA ITCL contract is also program-centric to support just this 
contract, with their emphasis on VA needs. 

 
 
 
 

7. 

 
 

 
Does your account team receive training to 
understand the needs of CoVA's specific 
culture, business requirements and 
relationships? 

 
 
 
 

Y 

CAI provides new Account Manager training to any AMs joining our 
MSP teams. We conduct weekly team meetings in which informal and 
formal knowledge transfer takes place. Each AM meets one-on-one 
with the Program Executive Account Manager; these meetings are 
designed to bolster the AM's understanding of business requirements, 
COVA requirements, contract review, and offer opportunities for 
improving service. 

Inherent in the fact that we have a team dedicated to working solely on 
this contract is our team’s ability to become intimately familiar with 
COVA needs. 

 
8. 

Do you measure your account team's 
performance? If so please describe the 
methods used. 

 
Y 

The contract SLAs are how we measure CAI’s performance. In other 
words, the performance of our Account Management Team is directly 
tied to the SLA and business objectives, not to revenue or profit. 
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      Hence we maintain very specific metrics on the AMs and their effect on 

the SLA components affected by their work. We also have manager- 
specific and overall team metrics on the results of requisitions, i.e., 
terminations, resignations, etc. These are part of the account 
“Dashboard,” which presents the various metrics on each person and 
on the total account. Reviewing the metrics on a monthly basis enables 
us to focus attention, where needed, on any issues relating to the 
team’s performance. 

Finally, we conduct electronic surveys throughout the life of the 
contract. We propose to do them annually. Our account managers are 
measured on: 

 Knowledge of Staff Augmentation Policies and Procedures 

 Understanding of Technical Environment 

 Effectiveness in Properly Categorizing Job Descriptions 

 Accessibility and Responsiveness to Calls and Emails 

 Submittng Qualified Candidates to Job Requisition(s) 

 Overall Account Manager Performance 
 
 
 
 
 
 
 

9. 

 
 
 
 
 
 

Do you keep customers informed of 
industry direction and trends? If yes, 
please describe how you will keep VITA 
informed. 

 
 
 
 
 
 
 

Y 

CAI conducts Program Quarterly Review Meetings to our customer in 
which we present and discuss industry trends. CAI also: 

 Attends NASCIO 

 Attends local events like COVITS, Richmond Technology 
Council events, DMBE events 

 Shares their Deep IT industry understanding of Richmond, 
VA climate 

 Meets weekly with vendors, IT COVA managers, 
candidates, and stays current with IT happenings 

 Reviews ERI data twice annually and compares the results 
to the current wage rate data that is the core of the rate 
card 

 Shares Information learned from CAI’s other state MSP 
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      Programs 

A copy of a recent Quarterly Report is included in Attachment B: 
Performance Reports. 

 
 
 
 
 

10 
. 

 
 
 
 

 
Does your solution provide ongoing 
customer communication? If yes, please 
describe the process and frequency. 

 
 
 
 
 

 
Y 

Our Program Executive Account Manager spends a day each week in 
the VITA office. This offers opportunity for communication between 
your program management and ours. In addition, all of our AMs are 
available in person, via email, or by phone to respond to customer 
inquiries. This is one of the primary reasons for maintaining our local 
AM team. We also have scheduled Quarterly Reviews, as well as ad- 
hoc calls/meetings where VITA and CAI discuss current topics, issues 
to resolve, and pending initiatives. 

Communication to the vendor community is also critical. A weekly 
requirement status update is sent via Peoplefluent to all vendors 
providing details on the open requirements as well as upcoming 
requirements. This allows the vendors the opportunity to change the 
focus of their efforts based on these updates. 

 
 
 
 

11 
. 

 
 
 

 
Does your solution offer training and/or 
coaching to customers? If yes, please 
explain what is provided. 

 
 
 
 

 
Y 

Our solution offers training and coaching to Virginia customers and 
vendors. As part of implementation, and periodically throughout the 
year, CAI offers training, either in-class or via webinar, on the use of the 
contract and on the VMS tool. 

Our AMs and Help Desk personnel are also available to provide 
informal one-on-one training to customers and vendors. 

We also offer vendor sessions to enlighten their staff on the use of the 
contract and VMS tool. 

For formal training, we develop, maintain, and provide user guides, 
customized for the VITA contract. 

 

 
12 
. 

 
Does your solution include ensuring that 
customers have effectively defined their 
requirements and deliverables in their 
SOR's? If so, describe how this is 
accomplished. 

 
 
 

Y 

Our AMs meet with Virginia customers to discuss their project needs 
regularly - both projects that are active and engaged and new projects 
that are about to be bid. We often spend a great deal of time assisting 
the agency upfront with completion of the SOR. The goal is to use the 
SOR template to capture information as thoroughly as possible, to 
provide vendors enough info to be able to provide a fixed price bid. 

With VITA’s assistance, CAI has created an SOR template that 



  Contract VA-130620-CAI, Exhibit A  

Page 75 of 113

 

 

 

 
    Account Management 
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      agencies use as a starting point to use the SOW program. This 

template is populated, by the agency, with details of their project need. 
The template is then sent to the CAI AM for review and edit. In most 
instances, the CAI AM assists the agency at this point, clearly defining 
aspects of their project. The goal is to have a clearly defined SOR so 
that once released, vendors can easily understand the project need and 
respond with a clear solution and fixed pricing. CAI hires AMs that are 
tenured in professional business skills and knowledgeable of general 
information technologies and IT service delivery. Our AMs that handle 
the SOW program have additional training in this line of business. Our 
AMs can assist in asking project-centric questions that will allow the 
agency to gather and document additional information that may have 
been omitted. 

Since CAI is an IT Services Company, we have a secondary offering 
available to VITA. Not included with our standard MSP offering, and in 
addition to the deep Account Management services we currently 
deliver, we will provide IT Business Analyst skills and personnel, IT 
Project Managers, and Architects to assist agencies define 
requirements for their upcoming projects. These services are typically 
performed through engagements in the Staff Augmentation program at 
the request of the agency and they may be a full time engagement. 

For more on this value-add, please see our response to K.1 beginning 
on page 103. 

 
 
 
 

 
13 
. 

 
 
 
 

 
Do you have a plan to manage turnover in 
the account team? If yes, please describe. 

 
 
 
 
 

Y 

In the event that an account manager or administrator leaves the 
dedicated team, our shared service model of MSP practice is employed 
immediately to ensure limited to no change in service levels. We have 
‘virtual’ account managers whose services are shared among our MSP 
clients to accommodate the peaks and valleys inherent in this industry. 
We will, in this case, utilize these account managers until the local 
position will be backfilled. 

In the event an AM exits the team unexpectedly, the EAM will step into 
the role, with the support of the virtual account team, to fill the gap until 
a replacement is hired and trained. In the event the EAM exits the 
team unexpectedly, the MSP Director or another EAM from another 
state MSP Program will fill the role until a replacement is identified. 
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      The CAI EAM and our MSP Director interview candidates frequently, 

and keep an ongoing pipeline of desirable AM local candidate 
possibilities. This is useful for planned changeover, or immediate hiring 
needs. Our EAM has deep local expertise and knows the talented 
resources in the local area, and is consistently scanning the 
marketplace for possible team fits. 

CAI does maintain a Succession Plan for critical positions. We will 
enact that plan should the Program EAM position be open. 

 
 
 
 
 
 
 
 
 
 
 

 
14 
. 

 
 
 
 
 
 
 
 
 
 
 

 
Does your solution include outreach and 
marketing support? If yes, please explain. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Y 

Vendor Outreach 

CAI has an open door policy for suppliers; our network is currently open 
to all who meet minimum business qualifications. This is not a matter of 
opening the door and waiting for them to come, however. We actively 
pursue vendors across all of our MSP contracts, encourage them        
to enroll in more than one state, and help them leverage          
resources across the “global” supply chain. 

As an example, we have had to actively recruit engineering firms as 
suppliers for the emerging CADD/GIS positions as well as firms who 
can provide SOA expertise. 

Marketing Support 

CAI has also provided support for the marketing of the MSP services. 
We have conducted customer meetings for government entities other 
than agencies under the Governor’s control to demonstrate the 
advantages of utilizing the contract. We have provided collateral for 
VITA and other clients to use in communicating and marketing the MSP 
contracts. CAI will continue to provide these services as part of our 
overall Account Management. 

As part of both vendor outreach and marketing support, CAI Account 
Management attends and supports many events, such as COVITS, 
minority business events for DMBE, the local Richmond technology 
council, Richtech, and state level technology conferences. We ensure 
availability to localities to provide consultation in using the contract, 
such as Chesterfield County, the City of Richmond, and City of Suffolk. 

15 Do you have a defined escalation path for Y The COVA is seeking an MSP vendor to manage all business and HR 
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. customers to escalate issues and 

problems? If yes, please explain. 
issues associated with IT staff augmentation, and we understand our 
role in resolving all issues with minimal need for direct Virginia 
involvement. One of our primary objectives in managing the contract is 
thus to prevent issues from arising by intercepting them before they 
occur, or to plan mitigation to minimize their impact. Nonetheless, 
performance, personnel, and other issues related to contract labor can 
and do arise. When issues impact the performance of a selected 
candidate, CAI’s Program EAM works with all parties to resolve the 
issue with as little impact on the agency as possible. 

This narrative describes our escalation plan for the contract. CAI 
participants include the AM assigned to the agency, our Program EAM, 
and his/her management. Other participants in issue resolution are the 
MSP Operations team, including the MSP Help Desk. Our entire team 
is available to VITA for issue resolution at any time. 

Background 

CAI has gained extensive and in-depth experience administering MSP 
contracts in multiple states over the past eight years, and we leverage 
our lessons learned across all accounts. Our extended management 
team is in weekly communication via teleconference, enabling all team 
members to share any unusual issues that occur related to staffing, 
e.g., co-employment, legal, performance, or other HR issues. Many of 
these occur fully in the background, i.e., without state involvement. 
When performance issues require us to remove an individual, we 
coordinate with his/her employer as well as the agency to minimize the 
drama associated with staff removal. We occasionally intervene 
between individuals and their employers such as cases where the 
vendor is late making payroll. The reality of managing a supply chain of 
labor is that human beings are a special type of “commodity,” requiring 
a different type of management than printers, paper, or office supplies. 
Our objective in resolving issues is to minimize disruption to the 
agencies involved, thus allowing them to focus their attention on tasks 
related to the mission of their organization. 

We currently process three types of issues, described below. For each 
type, the narrative describes the participants, CAI (and other) 
involvement, and how we record and report resolution. We also 
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    analyze trends in these types of issues as part of quality improvement 

and implement process changes where appropriate. 

Issue Escalation Plan 

The escalation process varies depending on the user and the type of 
issue. For any issues associated with the VMS tool itself, i.e., software- 
specific issues, the user starts with the MSP Help Desk, either via 
telephone or email. For this kind of issue, users include State and 
vendor management, as well as individual contract staff who are 
working onsite at agency offices. 

For issues unrelated to the software, we have defined separate 
escalation paths for Virginia users and for vendor suppliers; this is due 
to the nature of the business model. For issues related to a requisition 
or to the performance of the individual contract resource, the Virginia 
Hiring Manager normally contacts his/her designated AM via telephone 
or email. 

We escalate unusual issues to the Commonwealth at the discretion of 
the CAI Program EAM and CAI Executive Sponsor. Figure 14 shows 
the escalation path for each type of issue. 

AGENT TASK/RESOLUTION NOTIFICATION 
SOFTWARE ISSUES 

1 MSP Help Desk Provide explanation on the phone or by 
email. Verbally or via email. 

2 MSP Operations Review issue, explain resolution to Help Normally verbally; via print if 
Manager Desk. updating process documentation. 

3 Peoplefluent VMS Research/resolve issue, explain to 
Help Desk Operations Manager. Email and/or telephone. 
AGENCY ISSUES 

Work with individual staff to resolve 
1 CAI Account Manager issues; remove/replace if necessary; Verbally or via email. 

review invoice. 
2 MSP Operations If labor- or billing-related, research and 

Manager review data. Email, normally with attachments. 
Discuss issue with all parties, possibly Verbally or via email, possibly 

3 CAI Executive including MSP managers at other including meeting in person; 
Account Manager accounts for advice on similar issues. additional updates to process 

documentation if changes occur. 
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    4 CAI Executive Discuss issue with all parties, possibly Personal meeting with Virginia 

Sponsor including Executive sponsors at VITA. stakeholders. 
VENDOR ISSUES 

1 MSP Help Desk Provide explanation by phone, email, Verbally or in print via email, fax, or 
fax, or U.S. mail. U.S. mail. 

2 CAI Account Manager Review issue and discuss with vendor, if Normally verbally; via print if 
necessary. updating process documentation. 

3 CAI Executive Research issue and discuss with 
Account Manager vendor, if appropriate. Via email and/or telephone. 

4 CAI Executive Discuss with staff; intervene with vendor 
Sponsor if necessary. Via email and/or telephone. 

Figure 14: Issue Escalation Plan 

CAI will develop a web based issue form to comply with the above 
escalation process. 

 

Examples 

We have a proven track record in resolving issues effectively and 
quickly. Standard business issues are addressed in the following 
manner: 

 Invoice issues, for Finance, are resolved in two business 
days 

 Operations requests, such as providing an ad-hoc report, 
are completed within two business days, but typically on 
the same day as the request 

 Timesheet issues are resolved on the same business day 

 Contractor performance issues are resolved by the AM on 
the same business day 

 Double submittal disputes by a vendor are resolved on the 
same business day 

 Questions from Hiring Managers are responded to within 
two to four hours 

 For contractor claims not paid by vendor, the investigation 
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      begins within one business day and is resolved as quickly 

as possible 

 Vendor payment issues are escalated to the EAM the same 
day and resolved within one to two business days 

 Contractor HR/Performance issue is escalated within one 
day 

 SOW Vendor Performance is resolved within one day 

 Any request from Supply Chain Management (SCM) or a 
COVA Executive receives immediate attention from the 
EAM 

The following are actual examples of how we resolved issues. These 
examples demonstrate our real, live, hands-on experience in resolving 
a wide variety of issues facing an MSP: 

 SCM requested an Operation Plan. The Executive AM and 
VITA worked together to identify items, tasks, and 
initiatives to be included in the plan for the upcoming fiscal 
year. Once the items were identified and the draft was 
complete, CAI’s EAM escalated it to the MSP Director and 
Managing Director of State Government. Delivery of stated 
tasks were confirmed, and the EAM built a draft calendar 
with the delivery timeline, working with subject matter 
experts (HR, Operations, SOW team) to ensure a 
reasonable delivery schedule. A final draft was then 
presented to VITA for final review and approval. 

 Background Check Issues. Our CAI AM occasionally 
receives background checks from vendors with 
questionable items listed. She escalates the issue to the 
EAM. If needed, the EAM seeks a second opinion from 
CAI’s HR team. A decision is made either that the 
contractor can or cannot be hired, and the AM alerts the 
vendor and the Agency Hiring Manager of the decision. 
This entire cycle is completed within one business day. 
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       Unsatisfactory SOW Deliverable. An Agency Manager may 
call with a complaint that the vendor has marked a 
deliverable complete, but the Manager is not satisfied with 
the work product. CAI’s SOW AM works with the agency 
to discuss the problem, and then talks to the vendor. If 
the issue is large or requires mitigation, the issue is 
escalated to the EAM for advice and assistance. A plan is 
determined and the team moves forward to resolution. If 
the issue is alarming or cannot be resolved, CAI’s MSP 
Practice management is notified of the risk, and they 
participate in finding a suitable resolution for the agency. 

 
 
 
 
 
 
 
 
 
 
 

16 
. 

 
 
 
 
 
 
 
 
 
 

Will you provide regularly scheduled 
contract review meetings? If yes, please 
describe the elements and issues that are 
included in these discussions. 

 
 
 
 
 
 
 
 
 
 

 
Y 

CAI will continue to meet with the VITA and other program stakeholders 
on a quarterly basis, or upon request, onsite in Richmond. In these 
meetings we will review contract utilization, MSP performance metrics, 
industry best practices, performance of the supplier network, market 
trends, and other business and strategic issues that affect the contract. 
Through our Quarterly Report, we will present our analysis of contract 
issues, and any relevant practices from our other state clients. This is 
also a time to conduct a performance checkpoint and make 
recommendations for improvement. 

CAI will produce the quarterly report in the format of Microsoft 
PowerPoint slides, Business Objects reports, and/or a full narrative 
document. A sample of a recent Quarterly Report is supplied in 
Attachment B: Performance Reports. 

Representative topics of the quarterly report can include any of those 
listed in Figure 15. 

TOPIC COMMENTARY 
Contract Utilization 

Review most-requested titles across agency usage and evaluate how they align (or do 
Job/Levels/Skills not align) with Virginia strategy. For example, some agencies may utilize contractor 

staff primarily for programming, while others will utilize a variety of Senior level 
resources. Review the usage of the exception category to determine trends in usage 
If desired, we will support Virginia oversight of contract usage of named resources; 

Named Resources over the life of the contract, we propose to evaluate its use to determine trends and 
present recommendations. 
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    Account Management 
  Requirements A   B 
        Peoplefluent VMS is configured to track the tenure of specific individuals across 

Tenure engagements. This will allow for tracking and reporting on Virginia tenure of 
individuals as well as tenure within a particular agency. 

Virginia Employees Resources hired by Virginia, or targeted for hire. 
MSP Performance 

Service Level Performance against the SLAs for those engagements and requirements bound to the 

Agreements agreements. This topic will also include a listing of those requirements designated by 
the States as exempt from the SLA measurements. 

Supplier Performance 
Presentation and discussion of dashboards and analysis of the supplier performance 

Network Performance and awards by tier including the performance of Virginia-based suppliers. This 
section will also include discussion of vendor enrollment for periods where the 
enrollment was open. 

Market Trends 
Review the most recent wage data as compared to the wage data currently in use by 

Wage Review the State. Review those findings against the additional program metrics to evaluate 
the health of the rate card. 
Report and discuss the usage of technologies in the required skills both to evaluate 

Technology Virginia usage against industry-wide usage as it relates to supply and demand, and 
how that usage will affect the rate card. 

Upcoming Initiatives/ If appropriate, we will welcome an opportunity to prepare the network for longer-term 
Budget Projections projections, specifically in terms of technologies and skill sets. The direct outcome of 
Supplier this is to determine appropriate communications to the supplier community, 
Communications particularly with emerging technologies and newly instated enterprise standards. 

General Program Activity 

Invoicing Track and discuss any bottlenecks of unpaid or overdue invoices, as well as 
recommend potential process improvement. 

Targeted Savings Discuss any new strategic initiatives or goals; our intent is to align the contract exactly 
with Virginia Executive policy based on evolving strategy. 

Surveys Discuss findings from user surveys and identify items for improvement. 
Figure 15: Quarterly Review Topics 

 
 

17 
. 

 

Does your solution include an annual 
planning and objective setting process? If 
so, please describe. 

 
 

Y 

  CAI performs an annual planning session of the VA ITCL Program in 
January, to review and set team goals for the dedicated Program team. 

In July, CAI and VITA prepare an Operational Plan that builds a 
framework for items we’d like to accomplish and commit focus to in the 
new fiscal year. This Operational Plan is prepared by VITA’s SCM 
manager and CAI’s EAM. 

18 
. 

Does your solution ensure customer 
satisfaction? If yes, please describe how 

Y   The CAI account team reviews and analyzes the results of the three 
separate online surveys for trends and areas for improvement. These 
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  Requirements A B 
  you measure the customer's satisfaction, 

and provide examples from other 
accounts. 

  fall into three categories: 

 Staff Augmentation 
 An online survey form is sent after the first month of an 

engagement. This survey provides information on  
early detection of issues with misplaced resources. 

 An online survey form is sent after the end of an 
engagement. This survey measures how well the 
resource performed, which is an indication of a good 
skills match, quality of work delivered, and customer 
satisfaction with the hiring process. 

 Annual Performance Survey 
This survey is sent to Peoplefluent Agency users, to 
provide feedback on the overall program. Sample of past 
questions asked were on topics such as: how many 
résumés received is most beneficial, how many interviews 
desirable prior to making decision, days to receive 
résumés adequate (Round 1). 

 SOW 
A survey is sent to the agency at the end of the project 
engagement, once all billing is finalized, to receive 
feedback on the vendor performance, program feedback, 
and overall ease of use of the SOW program. 

CAI proposes adding a survey that will also go out to 
vendors to inquire about their experiences using the 
program, if the information received on the SOR matched 
the end project deliverable, and overall success in 
providing SOW services to the Commonwealth. 

All issues related to performance and client satisfaction are in turn 
reviewed, monitored, and reported as necessary. 

Figure 16: Responses to Account Management 
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H. H. Continuous Improvement and Risk Reduction 

  Continuous Improvement and Risk Reduction 
  Requirements A B 
 
 
 
 
 
 

1. 

 
 
 
 
 

Does your solution include analysis and 
recommendations of ways the 
Commonwealth can reduce independent 
contractor risks? If yes, please describe. 

 
 
 
 
 
 

Y 

By using an MSP to manage the broad range of agency needs, supplier 
base, and contingent laborers, the state is taking a strong step in 
reducing independent contractor risks. By allowing all contractors to 
work through the program, and through CAI, the state is limiting 
Independent contractor risk. 

CAI has vendor qualifications that must be met prior to enrollment into 
our program. These qualifications include a W-9, subcontractor 
agreement, and insurance certification all adding layers of protection for 
engagement. 

With assistance from VITA, CAI can create additional language and 
communications to our vendor community on independent contractor 
compliancy issues and definitions. This Independent Compliance 
policy will be updated as industry and program changes occur. 

 
 
 
 
 
 
 
 

2. 

 
 
 
 
 
 
 

Does your solution assist CoVA in 
identifying and quantifying cost savings? If 
yes, please explain. 

 
 
 
 
 
 
 
 

Y 

During the Quarterly Business Review, CAI will meet with COVA 
stakeholders and review the purchasing trends within the program, the 
most current wage data built according to the methodology, the 
performance of the vendor networks including levels of candidate 
submissions, and SLAs. We’ll also discuss the quality of service as it 
relates to the metrics, review agency feedback on the program, and 
assess the Account Management feedback on candidate quality. Each 
of these elements will be evaluated and discussed to make a judgment 
on the health of the program. 

Cost savings can be identified by examining enterprise-wide purchasing 
trends, and identifying patterns that will show the need for more specific 
job categories. Those categories can be added to the program and in 
most cases the rate will be tailored to the position and technology and 
offer a savings. 

Examples of this kind of reporting are presented in Attachment B: 
Performance Reports. 

 
3. 

Does your solution assist CoVA in 
identifying and quantifying process 
improvements? If yes, please explain. 

 
Y 

Although the core framework for our program does not change often 
(VMS tool selection, service offerings), there are monthly modifications 
that occur to the delivery within our program. These changes are due 
to constant and consistent process review with the intent to improve 
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      operations. 

The MSP team holds a weekly meeting to review and document issues 
and needs within the program. A core agenda is documented each 
weekly meeting, and is updated as changes are made to the program to 
meet the desired outcomes. Changes needed are also identified and 
documented from Quarterly Reviews, survey responses, and 
Operational Review preparation. Lessons learned are captured from all 
major events, to promote efficiency and improvements that can be 
shared across our MSP practice. Examples of ongoing process 
improvement: 

 SLA review 

 ERI rate review 

 Peoplefluent: system upgrades, program-level 
configuration changes, field name changes & additions, 
new and existing reporting capabilities, data extraction 

 MSP Operations 

 Program Delivery 

For example, CAI was interested in tracking particular vendor activity, 
i.e., requests for interviews that were not able to be confirmed and 
starts that were not confirmed. We were able to quickly modify some 
open fields in Peoplefluent to capture our notes on the topic, enabling 
us to begin looking at trends and vendor activity. This need was 
identified and completed within two days. 

 
 
 
 

 
4. 

 
 
 

 
Does your solution assist CoVA in 
detecting fraudulent activity occurring in 
the program? If yes, please explain. 

 
 
 
 

 
Y 

By having an enterprise viewpoint of workforce management, 
particularly both staff augmentation and SOW, the MSP can view 
vendor and contractor activity at a program level. This allows for tight 
process controls and management of enrollment activity, engagement 
activity, time entry, invoicing, and budget control. 

The history of all transactions is stored and reportable via Peoplefluent. 
CAI is able to monitor trends through this data monitoring. 

An instance of fraudulent activity could be: 

 history of named requests for vendor/agency 

 time entry: contractors billing on multiple engagements 
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      across staff augmentation and/or SOW deliverables. CAI 

can view all time viewed by contractor name, across the 
program. This means that if a resource is providing 
services at multiple agencies, but billing high numbers of 
hours daily/weekly, we can flag this and request 
clarification from the contractor/vendor. 

 vendors inflating candidate’s skills and/or experience 

 
 
 
 

5. 

 
 
 

Does your solution include disclosure of 
resource wage rate? If yes, please 
describe how that data is captured and 
maintained. 

 
 
 
 

Y 

The below requirement will be implemented only after a written request 
from VITA. 

CAI’s rate methodology relies on localized wages. That data can be 
made available to stakeholders and agency users as estimates on what 
resources are typically paid for specific positions. 

Actual wage data for an individual resource will be reported through 
Peoplefluent at the time of candidate submission. While we do not use 
this field now, it is a field that is available; we will need to configure 
Peoplefluent to use it during implementation. 

Figure 17: Responses to Continuous Improvement and Risk Reduction 
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I. I. Reporting 

      Reporting 
  Requirements A B 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Does your solution include user access to 
data and reporting, including ad hoc user 
reporting? Please describe, including any 
business analytical tools provided. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Y 

Peoplefluent VMS includes a Business Intelligence Platform, powered 
by Business Objects Xi, a market leader in analytics. 

There is no restriction on capability - users take advantage of advanced 
editing capabilities to modify existing reports or to create new reports 
through ad hoc reporting for themselves or to be shared throughout the 
organization. While creating, sharing, presenting, and distributing 
mission critical information, users can leverage a variety of intuitive, 
fast, and user-friendly reporting capabilities, including: 

 Portal interface to share and present data 

 Easy modifications to report result set 

 User-based calculations and aggregations 

 Printer-friendly reports 

 Advanced graphical presentation in 2D and 3D format 

 Advanced filtering and sorting 

 Excel export capability 

 Prompted reports for specified results 

Unlike other VMS applications whose reporting is based on an 
overnight backup of production data, the reporting database within 
Peoplefluent VMS is a copy of production data, updated in near real- 
time. All contract data is available – no data is archived. 

This narrative discusses reporting from the standpoint of standard 
reports and ad hoc reporting, as well as CAI-internal reports used to 
manage the contract. Samples of many reports are separately 
attached in Attachment C: Peoplefluent VMS and 
Attachment D: Sample Reports. 

Standard Reports 

Over the past eight years, CAI has augmented a number of standard 
reports for automatic delivery to agency users under our MSP 
contracts, and these are available to Virginia. The tables below list the 
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Requirements 
 

A 
Reporting 

B 
    most frequently used reports needed by our agencies for analysis and 

reporting; several of them can be directly executable as ad hoc reports. 

AGENCY REPORTS DESCRIPTION/USAGE 
STANDARD AGENCY REPORTS 

Active Requisitions Report by Lists active requisitions as of run date for an 
Agency agency. 
Active Vendor List for 

Agencies Lists all active vendors and their TSB status. 
Engagements by Agency Lists engaged candidates as of run date for 
Report agency. 
Invoice Summary by Agency Used to validate CAI invoice for a specified 
Report agency. 
PO Limit Audit Report Tracks remaining spend on PO for an agency. 

Spend by Agency Report Lists spend by PO for an agency for a time 
period. 

Timesheet Detail Report Lists all timesheets for a specified week and 
highlights those still needing approval. 

Figure 18: Standard Agency Reports List 
 
 

TREND REPORTING DESCRIPTION/USAGE 
Average Bill Rates Tracks the bill rates. 

Average Candidate Tracks the number of submittals for the prior 
Submittals year, six months, and three months. 

Average Time to Fill Tracks the time it takes to fill a position from 
when it was sent to the vendor network. 

DBE - Engagements by 

Month Tracks number of DBE candidates engaged. 
Engagement - Candidate Provides statistics on engaged candidates - 
Statistics when submitted, score, time to hire. 

Length of Engagement Tracks the tenure of engagements. 

Active Vendor List for Lists the number of vendors whose home office 
Specified State is a specified state. 

Figure 19: Trends Report List 
 
 

ACCOUNT MANAGER DESCRIPTION/USAGE 
REPORTS 

ACCT MANAGER REPORTS 
Active Requisitions Report Lists all details of all active requisitions
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  Requirements A   B 
        Candidate Evaluations Summarizes Peoplefluent VMS evaluations 

entered for engaged candidates. 
Candidate Internal Lists comments input in Peoplefluent VMS for a 
Comments candidate. 

Chase Report - Detail Shows active requisitions and candidates 
submitted. 

Chase Report - Summary Summarizes active requisitions; no candidate 
detail. 

Roll Off Report Lists candidates with engagements ending 
within 30 days. 

Dashboard – Vendor Details of vendor activity: submittals, 
placements, scoring. 

Engaged Candidate Report Lists current engaged candidates and 
engagement details. 

Engaged Candidates by Lists current engaged candidates and their PO 
Agency (PO Detail) detail. 
Engagement Budgeted Shows the hours budgeted for engaged 
Hours by Vendor candidates for a specified vendor. 

Engagement End Dates Shows engagement end date based on 

Based on Hours Remaining remaining hours rather than the actual end 
date. 

Engagements by Candidate Lists the spend by candidate on an 
with spend engagement. 
Engagements by Vendor Summarizes engagements by vendor. 

Requested Skills Lists all requisitions which contained a specified 
skill. 

Figure 20: Account Manager Reports List 

MSP OPERATIONS DESCRIPTION/USAGE 
 

Timesheet - By Vendor 
Details the approved timesheets for a specified 
vendor’s candidate for a specified period of 
time. 

Active Vendor List Lists the active vendors summarized by Tier. 

Agency - Spend & 
Engagement Totals 

Spend and number of engagements by 
agency. 

Agency & Vendor Totals For 
Dashboard 

Used to update weekly internal dashboard 
reports with usage by agencies and vendors. 

Budget Spend by 
Requisition ID 

Provides the exact spend for a specified 
requisition. 

Candidate Corpsys Job 
Information 

Used to validate accounting codes between 
CAI accounting systems and Peoplefluent 
VMS. 
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Requirements 
 

A 
Reporting 

B 
    Lists current, active Peoplefluent VMS user 

Users profiles and the last time they accessed 
Peoplefluent VMS. 

Dashboard – Vendor Provides details of vendor activity, e.g., 
submittals, placements, scoring, etc. 
Lists engaged candidates and their vendor and 

Engaged Candidate Details bill rates - used to validate data in billings 
system. 

Engaged Candidate report Used to track engagements during contract 
for Contract Renewal turnover. 
Engagements by Job Level Summaries engagements by job level and skill 
and SC category. 

Engagements by Region Summarizes vendor engagements based on 
location. 

Hours and Rates - By Summarizes hours and rates for a specific time 
Agency period. 

Hours by Job Level and SC Summaries hours by job level and skill 
category. 

Invoice Detail - for Billing Used by CAI billing department to validate the 
invoices generated from our billing system. 

Invoice Detail - For Vendor Used by CAI billing department to validate the 
invoices sent by vendors. 

Job titles - by Agency Summarizes the spend by agency for each job 
title. 

Missing Employee IDs Lists any engaged candidate who does not 
have an employee number on the engagement. 
Lists any engaged candidate who does not 

Missing Project Info have a project associated with the 
engagement. 

Savings Analysis Used to estimate savings after rate changes. 

Spend by Req Title Provides the spend based for specified req 
title. 

Timesheet - Zero Hours Lists all candidates who submitted a zero 
timesheet. 

Timesheet Comment Lists all candidates who submitted hours on a 

Verification for Date holiday without required comment on the 
timesheet. 

Timesheets Missing Lists all timesheets not yet approved and the 
Approval timesheet approver contact info. 

Vendor Documentation Due Lists all vendors whose certification and 

Dates insurance is overdue or set to expire in the 
next 30 days. 

Figure 21: Custom Peoplefluent VMS Reports Developed for Our Clients 
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Requirements 
 

A 
Reporting 

B 
    SOW REPORTING DESCRIPTION/USAGE 

Details the status of the milestones associated 
VA SOW Milestone Tracking with each active project, including due dates. 

Overdue milestones are highlighted. 
VA SOW Milestone Tracking Excel file with milestone data which is used to 
Dump upload to agencies' project tracking systems. 

Reports on any milestones that have been 
submitted by the vendor but have not yet been 

Outstanding Milestone approved by the agency. The CAI Account 
Approvals Manager uses this report to follow up with the 

agency to ensure there is not an issue with the 
milestone. 
Reports on all milestones that had been 
approved in the previous week.  CAI 

Approved Milestones Operations uses this report to ensure all 
approved milestones were invoiced in a timely 
manner. 

Figure 22: Milestone Tracking Reports 
 
 

Ad-Hoc Reporting 

Peoplefluent VMS utilizes the SAP Business Objects XI (BOXI) 
software. The reporting database is a copy of production data, updated 
in near real-time. It serves as a repository for all contract data, 
available for extended analysis, data mining, and SLA reporting. All 
contract data is available – no data is archived. All requirement, 
candidate, engagement, and timesheet history is stored within 
Peoplefluent VMS and is available for reporting. 

Ad-hoc reports can be delivered in multiple formats, including Microsoft 
Excel files, portable document format (PDF) files, or in comma- 
separated values (CSV). Reports can be scheduled for automatic 
delivery to the Virginia agency or run as needed. Virginia agency users 
also have direct access to BOXI to execute reports and create new 
ones. 

We are also happy to develop additional reports for any Virginia 
executive or agency, based on changing requirements. For example, 
our most recently added report was created in response to 
requirements for separately reporting requisitions funded through the 
American Recovery and Reinvestment Act (ARRA). 
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  Requirements A B 
      In addition to the Ad-hoc reporting available via Business Objects, data 

extracts can be done directly from the summary data list pages with the 
application. For example, a hiring manager can view all of his/her 
engaged resources on the Candidate Summary page and export that 
data to an Excel spreadsheet for further data analysis. 

 
 
 
 
 
 

2. 

 
 
 
 
 

Does your solution generate program 
performance reports that supports service 
level agreements? If yes please describe. 

 
 
 
 
 
 

Y 

Performance reports are generated for our quarterly reviews, or they 
can be generated upon request. These reports focus on SLAs, 
presenting performance against the SLAs for those engagements and 
requirements bound to the agreements. They will also include a listing 
of those requirements designated by the Commonwealth as exempt 
from the SLA measurements. 

We run weekly and monthly Reports that are used for internal 
management of the program to include: weekly dashboard of activity, 
chase report that shows all SA requirements, Milestone Tracking 
Report, PO Audit report, and ITCL Summary Report. 

Samples of a recent Quarterly Report and other performance reports are 
included in Attachment B: Performance Reports. 

 
 

 
3. 

 

 
Does your solution generate subcontractor 
performance reports? If yes, please 
describe. 

 
 

 
Y 

We refer to these reports as Network Performance. They are a 
presentation of dashboards and analysis of the supplier performance 
and awards by tier including the performance of Virginia-based 
suppliers. These reports also include discussion of vendor enrollment 
for periods where the enrollment was open. 

Samples of these reports can be found in Attachment B: 
Performance Reports. 

 
 

4. 

 

Does your solution generate past due 
milestone reports? If yes, please describe. 

 
 

Y 

A Weekly Milestone Tracking report is delivered each week to the CAI 
AMs. The report includes alerts on any milestones which are past due. 
The EAM and the AMs meet to discuss the results of this report, and 
actions and escalation needed. A sample of this report can be found in 
Attachment D: Sample Reports. 

 
5. 

Does your solution provide alerts? If yes, 
please describe the capabilities. 

 
Y 

Peoplefluent VMS supports a full range of alerts and actions based on 
configurable triggers in the process. Users receive informative notices 
of actions and directions on what to do next. Hot links within the 
notifications bring the user directly to the page requiring action, further 
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  Requirements A B 
      enhancing productivity. 

 
 
 
 
 
 
 
 
 

6. 

 
 
 
 
 
 
 
 

Does your solution provide reports on 
resource utilization? If yes, please 
describe. 

 
 
 
 
 
 
 
 
 

Y 

CAI developed our PO Audit report in order to track the utilization of 
each engaged resource. This report enables the CAI AM and 
Operations team to track the remaining spend and engagement end 
date for each resource. There are alerts on the report which highlight 
any resource who is nearing the limit on the funding from their 
Purchase Order or who is nearing the end date of the engagement. 
With this information the AM is able to proactively work with the agency 
to secure more funding or confirm disengagement details. 

Various other ITCL specific reports have been developed which give 
executive level insight into the contract utilization across all agencies. 
Top agency, vendor, and job title spend are just some of the data that is 
provided to our VA executive sponsors for complete transparency into 
the usage of the contract. A favorite report that is heavily used is our 
Weekly VA ITCL Requirement Summary Report; it provides a program 
level snapshot of open, engaged, and completed engagements across 
both Staff Augmentation and SOW. 

A sample of these reports can be found in Attachment D: Sample 
Reports. 

 
 
 
 

7. 

 
 
 

Does your solution provide expense 
reimbursements reports? If yes, please 
describe. 

 
 
 
 

Y 

Expenses are only reimbursable to resources under the contract when 
submitted in Peoplefluent and then approved by an agency user. The 
process is similar to timesheet approval and to that extent, similar type 
reporting is available. Extracts can pulled directly from the Expense 
Summary Page and exported to Excel. More detailed reporting on 
expenses can be done via the Business Objects Reporting tool. 

A sample of this report can be found in Attachment D: Sample 
Reports. 

 
 

8. 

 

Does your solution provide trending 
reports? If yes, please describe including 
level of detail. 

 
 

Y 

Effective financial management and control requires business 
intelligence capabilities that go beyond transaction reporting alone and 
enable in-depth analyses such as spend forecasts, budget 
modeling/projections, vendor competitiveness, and examination of 
transactions processed outside of the defined control objectives. 
Trending of spend by job titles enables the Commonwealth to analyze 
needs for changes in their technology. Trending in resource usage by 
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      agencies enables the Commonwealth to analyze their use of contingent 

labor and possibly implement changes in hiring policies. Trending in 
engagement lengths enables the Commonwealth to analyze possible 
co-employment issues. Trending in resource attrition enables CAI to 
provide suggestions in changes to the rate cards. All of this trend 
reporting and more can all be accomplished through the Business 
Objects reporting capabilities. 

A sample of these reports, such as the ITCL Dashboard, can be found 
in Attachment D: Sample Reports. 

 
 
 
 
 

9. 

 
 

 
Does your solution provide measurement 
of key performance indicators (if yes 
please provide details for each), such as: 

 
 
 
 
 

Y 

The key performance indicators measured include our SLAs as well as 
customer satisfaction, and vendor performance indicators. Please refer 
to Exhibit B to the Contract for a listing, definitions, and methods 
of measurement of our proposed SLAs. 

We utilize Business Objects reporting to produce our SLA metrics to 
ensure CAI is meeting all of our contractual obligations as well as other 
reporting tools to measure satisfaction. 

The ability to easily add custom fields to Peoplefluent VMS allows CAI 
to capture the data that is needed to measure the current KPIs under 
the contract as well as to easily measure new KPIs. 

9. 
a) 

Customer Satisfaction (e.g. sponsor and 
subcontractor ratings), 

 
Y 

Resource satisfaction is measured through candidate surveys 
completed by hiring managers within Peoplefluent as well as the 
trending of performance removal statistics. 

 
9. 
b) 

Quality (e.g. measuring the % of resources 
that do not show up for work, % of 
resources who do not show up for 
interview, % of hiring managers trained for 
the staff aug and SOW process), 

 
 

Y 

 
These data points are all captured within Peoplefluent and are 
reportable. 
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      Figure 23: Candidate Quality 

Note: A larger image can be found in Attachment C: Peoplefluent 
VMS. 

9. 
c) 

Delivery (e.g. Staff aug and SOW total 
cycle time, timeliness of reporting), 

Y All transactions are date/time stamped which enables reporting on 
various cycle time metrics. 

 
 
 
 
 
 
 

9. 
d) 

 
 
 
 
 
 

Audit Compliance (e.g. audits of 
compliance with screening, background 
checks, proof of insurance, time card 
accuracy). 

 
 
 
 
 
 
 
 

Y 

The Peoplefluent VMS Compliance Manager module will assist the 
Commonwealth with risk management and mitigation for the contingent 
workforce, allowing for management of position-specific documentation, 
certifications and onboarding/offboarding tasks. 

Configurable tasks can be assigned to the suppliers in the form of a 
workflow in the Compliance Manager module. Tasks that are created 
can have corresponding alerts, which are entirely configurable to time- 
based events. Dashboard analytics are available for these tasks. Each 
task can have its own characteristics including due date, owner, task 
name, status, date conducted, date completed, expiration of 
requirement date, certification number, valid locations fields, pass/fail, 
comments, and alerts. Alerts can also be sent out multiple times, such 
as upon candidate submittal, five days prior to start, 10 days post hire, 
etc. 

All alerts, notifications, and task needs can be sent, tracked, and 
maintained in the system. Everything from tracking equipment 
assignments and security clearance through screening and qualification



  Contract VA-130620-CAI, Exhibit A  

Page 96 of 113

 

 

 

 
    Reporting 
  Requirements A B 
      requirements can be automated and controlled to ensure you are 

protecting your company's assets and brand while ensuring that your 
contractors and consultants are productive from day one. 

Figure 24: Responses to Reporting 
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J. J. Pricing Methodology 
The pricing of resources to CoVA should reflect the market price for labor based on the skills, experience, market supply and demand conditions at the time of each engagement. 
The MSP is expected to develop the subcontractor network that will provide the resources and implement processes that ensure the maximum benefit to the Commonwealth from 
competition among its subcontractors. The basis for the staff augmentation engagement is a not to exceed rate card for each job classification and experience level. 

 

      Pricing Methodology 
  Requirements A B 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Does your solution provide a supplier- 
funded, market based pricing model? If 
yes, please describe the structure of your 
pricing model, including the market labor 
index. Please explain how you ensure that 
the pricing reflects the current market labor 
rate for IT skills. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Y

CAI’s bill rates are based on industry metrics, scientifically derived, and 
supported by years of market experience. We have used extensive 
wage metrics from the Economic Research Institute (ERI) to develop 
our separately submitted pricing, and based on how well it has 
performed in the past eight years we are confident in the accuracy of 
our pricing model and our ability to deliver high-quality resources to the 
State within our proposed timeframes. The approach to pricing is a 
critical success factor for maximizing the results toward a steady supply 
of qualified resources to COVA. 

CAI uses salary data from ERI as a means of determining baseline 
wages. The ERI is an independent research firm whose algorithms and 
data have been in use for the past 30 years; it does not offer consulting 
services, i.e., it has no self-directed incentive for modifying its metrics. 
In over eight years of government MSP service, we have found the ERI 
data to be extremely accurate for estimating salaries by position 
description and geographic location. 

CAI then determines the vendor rate by deriving the markup on the 
wage rate that covers all costs and obligations that any employers must 
pay prior to calculating a profit. In developing a subcontractor markup 
for the contract, we created a formula to cover their payroll costs, 
employee benefits, contract expenses, and modest pre-tax profit. This 
becomes the rate per hour that the vendors are paid for their selected 
resources. Unlike other MSP programs, the vendor receives 100% of 
the CAI vendor rate with no reductions made to their invoices. 

It is upon this vendor rate, or labor rate per hour, that the MSP service 
fee is applied and becomes the bill rate to COVA. The MSP service fee 
covers the cost of doing business for CAI. These are reasonable costs 
for doing business, such as our own labor costs as well as 
administrative fees for the VMS tool. 

CAI analyzes the ERI data and makes recommendations to COVA 
regarding increases or decreases to the contract rates. The final 
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      decision on changes to rates rests with the Commonwealth; CAI 

adheres to those decisions. We will continue to conduct these reviews 
on a frequency acceptable to the Commonwealth. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Does your solution include rate cards? If 
yes, please explain how the rate cards are 
developed so that CoVA can attract quality 
resources. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Y 

Our rate card is supplied in Exhibit F to the Contract. 

The largest component of IT labor is the wage/salary paid to the 
individual. By ensuring that the wage rate is accurate, we can be 
confident that the candidates are being paid appropriate wages and are 
less likely to resign to take another position for more money. 

CAI uses salary data from ERI as a means of determining baseline 
costs. The ERI is an independent research firm whose algorithms and 
data have been in use for the past 30 years; it does not offer consulting 
services, i.e., it has no self-directed incentive for modifying its metrics. 
Based upon our experience in multiple states, we have found the ERI 
data to be extremely accurate for estimating salaries by position 
description and geographic location. 

ERI data covers over 5,800 jobs that have been studied over time, 
many since 1967. Analyses are derived from millions of data points 
gathered from digitized public records including the US SEC, OCR of 
US IRS returns, ERI Salary Survey's patented online surveys (78 U.S. 
industries in five countries), and licensed UK, Canadian, and U.S. 
salary surveys and datasets. This data is more accurate than the 
salary calculators on Internet job sites; those sites are publishing 
candidates’ desired salaries, including commercial contract benefits 
and bonuses. 

The ERI model allows for extremely complex stratification for wage 
data, appropriate for the multiple job categories required by the 
Commonwealth of Virginia under this contract. It is updated quarterly 
for each U.S. metropolitan area, including Richmond and Northern 
Virginia. For any job category, it breaks down local wages by percentile 
(10th through 90th) and years of experience. This is the core data we 
use for all our MSP services, including any pricing changes over the life 
of a contract. Our clients need an accurate, unbiased means of 
detecting and acknowledging changes to the wages that are the basis 
for an MSP contract; the ERI provides it. 
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      In addition to utilizing local wage data to build the reliable, best-value 

pricing, the Commonwealth will realize additional savings by 
standardizing the workflow. During implementation, CAI will work with 
VITA make any adjustments to align the candidate recruiting process 
with the procurement process. Aligning this process to insure the job 
requirements are fully approved and funded before the positions are 
released to the vendor network results in a greater success rate in 
placements, since the candidate won’t have to wait for the funding to be 
approved before starting work. Vendors, too, will have the assurance 
that positions released through the process will be filled in the 
candidate’s window of availability because funding and approvals are in 
place. 

Because CAI is performing quality control on each job requirement and 
phone screening each candidate, the Commonwealth managers need 
only perform the technical interviews to find the candidate that is the 
best match for the position. They don’t need to work with individual 
vendors, negotiate contracts, scope individual job requirements for 
each vendor, find résumés, manage the response, screen candidates, 
and hope to find a selected candidate while the candidate is still 
available. The Account Management screening process not only 
serves a crucial quality control function but it also streamlines the 
process for COVA managers and provides time savings for the 
Commonwealth. 

 
 
 
 

 
3. 

 
 

 
Do you have an established process to 
update rate cards? If yes, what factors 
would cause a rate to change? Please 
explain the process for rate card 
adjustments. 

 
 
 
 

 
Y 

Because we utilize specific eDOT job classifications, number of years 
experience, and percentiles for each rate, we are able to construct a 
rate comparison each quarter when the wage data from ERI is updated. 
While we perform quarterly comparisons, we typically present these 
comparisons to VITA every six months, or upon demand. 

If our wage rate comparison shows a significant shift, either up or down, 
in the wages upon which are rates are based, we will include our 
findings and recommendations in our quarterly review. If COVA 
chooses to follow our recommendations, we will work with you to follow 
change control for this contract, and we will amend our rates within 
Peoplefluent and on the contract portal. We will prepare and send 
communications of the changes to the vendor network, all with the 



  Contract VA-130620-CAI, Exhibit A  

Page 100 of 113

 

 

 

 
    Pricing Methodology 
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      appropriately coordinated timing. 

There have been occasions when our clients have asked us to make 
adjustments in rates, or to add job titles, to accommodate changing 
resource needs. In this case, we research ERI, establish a basis for 
the prevailing wage rate and build our rates on it. We will then make 
the recommendations to the client, and follow the rest of the tasks 
described in the previous paragraph. 

 
 
 
 
 
 

 
4. 

 
 
 
 
 

 
Does your solution support fixed price 
SOW? Please explain your pricing model 
and how you ensure competitive pricing. 

 
 
 
 
 
 

 
Y 

For COVA, CAI is currently providing full service MSP SOW support for 
fixed priced SOWs. Peoplefluent supports this line of business. CAI 
proposes to charge a fee for MSP related tasks that is embedded in the 
cost of the project. CAI’s AM, after working with the agency to 
complete the SOR template, releases the SOR to the approved 
vendors for bid, and forwards the SOW responses to the agency at the 
end of the bid cycle for the Agency Manager to review. This SOW 
template is built to ensure that vendors must respond with bids that are 
fixed priced, deliverables based only. Currently, our program only 
allows for fixed priced project delivery. 

We have an internal goal to receive three responses per in–process 
SOW released, to provide the agency with several bids to review. This 
promotes competition, and gives the agency several solution options 
from which to choose. We have received as many as eight responses 
on a bid. 

 
 
 
 
 

5. 

 
 
 

 
Does your solution support time and 
materials SOW? Please explain the 
pricing model and how you ensure 
competitive pricing. 

 
 
 
 
 

Y 

The below requirement will be implemented only after a written request 
from VITA. 

 
 

Our Solution includes a business process where agencies can issue 
SOW Requisitions to a pre-qualified network of suppliers who respond 
with Statements of Work to perform the fixed price work at competitive 
pricing. 

The agency retains full control over the selection of the winning supplier 
and retains the authority to select the most price competitive response. 

The Suppliers include the MSP fee in their pricing and the MSP fee 
consists of a fixed percentage that includes the cost of Peoplefluent as 
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      well as the administrative fees associated with administrative oversight 

insurance the risk associated of the MSP. 

We can adapt the process within the Peoplefluent SOW function to 
allow for timesheet submittal and T&M SOWs. 

 
 
 

6. 

 

Do you have experience using the 
proposed pricing methodology for other 
customers? If yes, please describe how the 
rates fluctuated and how often changes are 
made. 

 
 
 

Y 

We use the process of deriving wage rates for all of our MSP contracts; 
all of our rates are based on ERI data, with a markup for vendor 
expenses and CAI’s overhead. 

What differs from contract to contract are the specific eDOT codes, 
years experience, and percentiles used for each contract's unique job 
titles. With our model, we can be flexible to meet the variances in 
supply and demand for each client while following a well-tuned, 
empirical process in each case. 

 
 
 
 
 
 
 
 
 

7. 

 
 
 
 
 
 
 

Do you currently use different pricing 
methodologies for other customers? If yes, 
please explain the other models and 
include why you chose the proposed 
model over other options. 

 
 
 
 
 
 
 
 
 

Y 

The MSP pricing methodology used in our State Government programs 
is common to each of our eight states; but the elements of the 
methodology vary to produce the best value for each of the individual 
programs. 

For instance, the State of Maine relies on a regional blend of wage 
rates as the basis for their rate card, because their “local” market 
includes several different localities. The MSP fee includes similar 
elements in each program but those elements are adjusted to match 
volumes and program levels. 

The proposed model has performed successfully over more than 9,000 
engagements across eight states. It has enabled savings for programs 
with savings mandates and it has afforded strong supplier participation, 
particularly across small and local businesses. Our time-tested pricing 
methodology has proven flexible enough to meet market demands 
across economic changes, as well as changes in candidate supply and 
demand. Over time and across eight programs, this methodology has 
supported delivery within SLA compliance as well as high customer 
satisfaction ratings. 

 
8. 

Do you have a formal process for 
performing benchmarking of current 
market conditions for candidate availability 

 
Y 

CAI compares the base wage rates used to derive our rates to the 
client on a quarterly basis. We track rate data and monitor trends 
based on these quarterly comparisons. 
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  and rates? If yes, please describe.    

Figure 25: Responses to Pricing Methodology 
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K. K. Other Value Added Services 

  Other Value Added Services 
  Requirements A B 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Does your solution include the ability to 
expand MSP services to include a broader 
range of IT solution services?  If yes, 
please describe in detail explaining the 
specific service offerings available and 
how they could be incorporated into this 
program. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Y 

In order to include a range of IT solutions services broader than the 
scope of this program, CAI proposes the following service offerings: 

 Bundled Services. CAI is open to discussing how we will 
bundle services that go beyond merely supplying IT labor 
under our program. For instance, if VITA has other 
contracts to promote, and a customer will utilize CAI’s 
services, hosting, or maintenance from another vehicle, we 
will assist in bridging those contracts and bundling the 
offerings. 

 Adding Non-IT Job Titles. Our MSP model is directly 
extendible to labor categories outside of IT. We simply 
directly map the non-IT titles listed to externally accredited 
job descriptions and associated labor metrics             
within ERI. This mapping confirms our ability to supply 
non-IT labor to the Commonwealth at the prices we quote; 
this is responsible business practice on our part. Our 
pricing model is the same proven model we have 
successfully followed since 2004 to fill over 9,000 IT 
requisitions across all MSP contracts. Within the IT 
classifications, our model currently utilizes fewer than 100 
of the 4,700 industry-standard job categories available. It 
is the logical vehicle for institutionalizing procurement of 
additional kinds of temporary labor, e.g., office workers, 
medical support staff, highway construction workers, etc. 

If you desire to extend this contract to other areas of 
contingent labor, we will follow a special implementation 
plan. Basically, we need to perform most of the tasks of 
our original implementation, to some extent, with the 
exception of configuring the Peoplefluent VMS tool for 
Virginia; that will have been done. The timeframe and 
thus the extent to which we follow the other tasks - such 
as creating an expanded vendor network supplying the 
new class of contingent labor, training both the new 
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      vendors and the new agency users, developing a new rate 

card using the same methodology that we have for this 
contract, and loading the appropriate data into the VMS 
tool - is dependent upon the disparity between the new job 
titles and the IT titles. For instance, adding administrative 
positions will not be difficult to implement, as many of the 
IT vendors will also supply these positions, so the effect of 
bringing on new vendors to staff the requisitions will be 
minimal. On the other hand, if the Commonwealth were to 
implement the use of this contract to hire contingent 
medical/laboratory personnel, the implementation will take 
up to seven weeks. 

 
 
 
 
 
 
 
 
 
 
 
 

2. 

 
 
 
 
 
 
 
 
 

Are there circumstances that would require 
the MSP to provide resources directly to 
the customer? If yes, please describe 
situations where this could be required and 
explain what processes and controls will be 
in place to ensure transparency and 
competition. 

 
 
 
 
 
 
 
 
 
 
 
 

Y 

CAI recognizes that there are special circumstances when it will 
enhance our ability to deliver quality resources and meet SLAs. 
Toward that end, we propose the following: 

 Special Exception Contractor Placement. There are 
situations when, we believe, allowing CAI to place 
contractors under this program makes good business 
sense. With proper approvals, verifying the special needs, 
some examples of those mutually beneficial situations are: 
 A need to payroll contractors in need of a transition, 

either from another contract vehicle; from a vendor 
that no longer wants to participate in the program; or 
to remove the contract from a vendor/contractor 
relationship that is no longer working, e.g., the vendor 
goes out of business or is no longer paying on time. 
Allowing CAI to technically ‘employ’ the contracted 
resources in these instances will provide business 
continuity for the client. 

 CAI will assist a resource whose ability to stay on the 
job is being jeopardized by visa renewal. CAI has the 
availability to process/sponsor visas. If CAI were 
permitted, in this situation, to employ that resource, 
CAI will assist by transferring the visa sponsorship to 
our organization. 
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  Requirements A B 
       CAI is available to fill very hard to fill positions 

(Messaging, SOA). Should our vendor network not be 
supplying the viable candidates with the skill level 
required for a very difficult to fill position, CAI can 
request our internal team of recruiters to focus their 
efforts on sourcing for resources. Also since CAI is an 
IT firm, we may have resources internally, as 
employees, who will fulfill the role. 

 SOW Project Support. The SOW program has been 
morphing and evolving since we went live with this service 
in 2010, and we are still assessing how our customers best 
want to utilize the service and what we can do to be of 
most support to them. One service gap that we can 
identify, at times, a higher level of individualized SOW 
support. For instance: 
 The need to have IT business analysis skills available to 

assist the agency with scoping their project, and 
defining the requirements of their project. 

 A higher level of Project Management support to 
oversee the CAI SOWs actively engaged in some of our 
larger agencies that utilize SOW services. 

CAI is available to discuss the supply of Project 
Management support, Business Analysts, and Architects as 
additional add-on services to our MSP SOW program. 

 Providing Subject Matter Expertise. CAI is an IT 
consulting company, and has many subject matter experts 
(SMEs) within our Government Division. CAI would like 
the ability to offer our deep Transportation, Health/Human 
Services, and Agriculture State Government expertise to 
COVA, through our contract vehicle, as needed and 
approved. 

Our concept of how we can better serve the 
Commonwealth, utilizing the MSP contract to provide 
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      subject matter expertise in our industry verticals, is 

depicted in Figure 26. 
 

 

Figure 26: CAI Can Offer Subject Matter Expertise to Virginia Agencies 

CAI is not asking to compete with vendors on in-process 
staff augmentation or SOW requisitions, but to provide 
services as they arise or are requested by COVA. We will 
do this through a special exception process, that will get 
VITA approval, and have full visibility and transparency. 

For example, VDOT is a large agency, and large customer 
of CAI. Currently we only provide services to VDOT as 
they procure IT labor through the ITCL contract. As our 
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      SOW program grows at VDOT, CAI and VDOT may find it 

beneficial to enhance CAI’s service level to support VDOT 
managers and their use and management of the ITCL 
program. For instance, CAI has a transportation practice 
with IT and Transportation professional experts who work 
across the United States on projects. We may find 
scenarios where these transportation/IT experts will be 
utilized and paid for by VDOT to solve business problems. 

These circumstances and exceptional solutions all carry with them the 
assumption that, like all our other program activities, there will be full 
transparency, and proper COVA approval. 

Figure 27: Responses to Other Value Added Services 



  Contract VA-130620-CAI, Exhibit A  

Page 108 of 113

 

 

 
 

L. L. Implementation 

      Implementation 
  Requirements A B 
 
 
 
 
 
 
 
 
 

1. 

 
 
 
 
 

Have you successfully 
implemented a new 
program in a 6-8 
month timeframe? If 
yes, what were the 
primary factors 
contributing to a 
successful 
implementation? 

 
 
 
 
 
 
 
 

Y 

We implemented our original SMSA contract within four weeks. Our standard implementation 
timeframe is four to eight weeks with Go-Live being the point at which a hiring manager can submit a 
requisition in Peoplefluent. 

The primary factors contributing to a successful implementation are: 

 A time-tested implementation plan and process 

 A seasoned government-experienced team of implementation experts 

 Effective communications 

 Experience in transitioning vendors and their resources from the former contract to 
the new procurement vehicle 

 An easily configurable VMS tool 

 An experienced training team using training materials that are customized to the 
client 

 Support from Commonwealth executive sponsors who have the authority to make 
decisions on processes and configurations 

 
 
 
 
 
 
 

2. 

 

Does your solution 
include 
implementation and 
migration support?  If 
yes, please describe 
your project 
management 
methodology and 
provide a proposed 
project plan for 
implementing the 
activities outlined in 
this Section 5. 

 
 
 
 
 
 
 

Y 

As the incumbent, our plan is different from what you will see when implementing a new MSP 
contract. While performing the typical tasks of configuring the new job titles and rate cards, CAI will 
be focusing on changes to processes which will bring even more efficiencies and transparency to the 
ITCL contract. CAI has the advantage of being able to continually manage the old contract while 
working on the tasks to implement the changes brought about by the new contract. There will be no 
knowledge transfer needed between MSP suppliers as our current team will be intimately involved in 
the new contract. 

We will have an implementation team which is comprised of our Implementation Manager (Mike 
Park), Executive Account Manager (Cindy Sullivan), our MSP Director (Ellen Sigl), and our MSP 
Operations Manager (Linda Leiby), along with our Virginia CAI Account Managers and CAI 
Operations staff. We will follow the PMI Project Management Methodology: 

 Initiating – The CAI implementation team will meet with the COVA Executive 
Sponsors to discuss and finalize the timeline and tasks for implementation including 
the expectations of support and participation from the Commonwealth of Virginia. 

 Planning and Design – CAI will hold workshops and discovery meetings with the 
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      COVA Executive Sponsors to understand their goals for the new contract as well as 

workshops with the agency users to review the current and future state of the 
contract. Tasks such as the new Tiering structure will be defined and agreed upon. 
All changes identified during the Planning and Design step will need to receive 
signoff from the COVA Executive Sponsors before they will be implemented. 

 Executing – CAI will implement the contractual terms identified in the contract (new 
job titles, new rate card, etc.) as well as those changes which were signed off by the 
COVA Executive Sponsors. The CAI team will also complete training sessions for 
agency and vendor users. 

CAI will develop and maintain an Agency User Guide to describe the process for 
individuals using the ITCL program. It will describe the contract in general, when it 
is to be used, user roles, and the process for using the contract. 

 
 

 Monitoring and Controlling – CAI’s Implementation Manager, Mike Park, will perform 
the project management tasks to ensure the implementation remains on schedule as 
well as managing all communications needed regarding the new contract. Should 
the scope be deeper than anticipated, e.g., involving eVA integration, then CAI will 
utilize one of our seasoned IT Implementation Managers (e.g., Mike Park) to oversee 
the details of a highly technical IT project. 

 Closing – The COVA executive sponsors will be given the opportunity to review and 
accept all changes under the new contract. 

 
 
 
 

3. 

Do you have a 
planned approach to 
transition support for 
SOW and staff 
augmentation work? 
Please describe, 
including how you 
ensure performance of 
the engagements. 

 
 
 

Y 

 
 

Our work plan for transitioning to the new contract gives first priority to retaining the employers of the 
nearly 400 currently seated IT staff and 41 active SOW projects with minimal disruption to their hiring 
agencies. These people perform work that is mission-critical to their respective agencies, and we will 
make every effort to transition their employer directly into the new contract; this will ensure absolute 
continuity of support for the agencies. 

4. 
Does your solution 
include an 
implementation team? 

Y 
We will have an implementation team which is comprised of our Implementation Manager (Mike 
Park), Executive Account Manager (Cindy Sullivan), our MSP Director (Ellen Sigl), and our MSP 
Operations Manager (Linda Leiby), along with our Virginia CAI Account Managers and CAI 
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  If yes please describe 

the team, including: 
number of personnel, 
roles, responsibilities, 
and duration of 
involvement in 
implementation. 

  Operations staff. All will be involved throughout the life of implementation with the actual duration 
being driven by the tasks assigned to them. For example, the AMs will have limited involvement in 
the implementation, instead focusing on the day-to-day support of the contract. However, they will 
participate in tasks like the agency workgroups and training sessions. 

 
 
 

5. 

Is your proposed 
implementation team 
comprised of different 
personnel than the 
ongoing account 
management team? 
Please explain. 

 
 
 

Y 

Our implementation team is comprised of: 

 Implementation Manager (Mike Park) 

 MSP Director (Ellen Sigl) 

 MSP Operations Manager (Linda Leiby) 

 CAI Operations staff 

 
6. 

Will VITA have the 
ability to accept or 
reject members of the 
implementation team? 

 
Y 

 
As always, VITA has the option of meeting with, interviewing, and approving or rejecting any of our 
implementation team. 

 
 

 
7. 

Will you agree to 
replace the 
implementation team if 
VITA, in its reasonable 
judgment, determines 
that a team member is 
not fulfilling the job 
responsibilities? 

 
 

 
Y 

 
 
 

We will defer to VITA’s judgment should a performance issue arise regarding one of implementation 
team members. 

 
 
 

8. 

Will you provide 
executive-level 
resources to VITA 
during 
implementation? If 
yes, please describe 
their level of 
engagement, 
availability and 

 
 
 

Y 

Cindy Sullivan, our Executive Account Manager, will have day-to-day, direct involvement in the 
execution of the implementation of the new contract. Ellen Sigl, our MSP Director, will be available to 
participate in all meetings with the COVA Executive Sponsors, and will have general oversight over 
the implementation. Jim Cooney, Director of State Government, will be a point of escalation, and will 
also be available to resolve any issues in a timely manner. 

CAI’s standard is to hire senior level resources throughout the Program, as required to fulfill the level 
of service in which we commit. Once CAI and VITA agree on the implementation plan and tasks, we 
will align the correct CAI resources to the project. 
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  frequency of 

communications. 
   

 

 
9. 

Do you have a defined 
escalation path for 
resolution of issues 
during 
implementation? If 
yes, please explain. 

 

 
Y 

All questions, concerns, and/or issues will first be directed to Cindy Sullivan, our Executive Account 
Manager. She will be on the ground in Richmond daily, and her full attention will be on delivery under 
the program and implementation tasks. She has a direct line of communication with both Ellen      
Sigl and Jim Cooney, as needed, to resolve issues. If there are contractual issues that she is unable 
to resolve, she will escalate to Ellen Sigl, CAI MSP Director. If further escalation is needed, Jim 
Cooney, CAI Director of State Government, will provide resolution. 

 

10. 

Does your 
implementation plan 
include and please 
describe if yes: 

 
Y 

With the exception of the transition of data from the current VMS (since this is not required for CAI’s 
implementation), our implementation plan includes all of the following requirements. 

While we do have an implementation plan to transition to the new program, CAI’s transition will be 
smoother and far less disruptive than any other bidder’s implementation. 

 
 
 

10. a) 

Sessions with agency 
representatives to 
finalize their particular 
resource requirements 
and unique business 
rules and systems, 

 
 

Y 

As the incumbent, CAI has the unique understanding of the present state of the contract and some of 
the “pain points” some of the agency managers are experiencing. CAI will hold workshops and 
discovery meetings with COVA Executive Sponsors to understand their goals for the new contract as 
well as workshops with the agency users to review the current and future state of the contract. We 
can utilize our current knowledge to help guide the Commonwealth on the best ways to achieve new 
goals and process improvements. These will be accomplished by configuring new functionality in 
Peoplefluent as well as implementing new processes. 

 
 

10. b) 

Time to 
modify/standardize the 
job titles and 
descriptions, 

 
Y 

While the RFP has a defined list of job titles and descriptions, CAI's vast experience with 
implementing MSP contracts with numerous states, including the Commonwealth of Virginia, has 
shown us that changes are often needed to those contractual job titles. We will review and finalize 
the job titles and descriptions during the Initiating and Planning and Design steps of the 
implementation plan. 

 
 

10. c) 

 

Engage and enroll 
subcontractors into the 
subcontractor network, 

 
 

Y 

CAI will make all necessary changes to our subcontractor agreements and then perform outreach to 
all the vendors in our current Virginia networks (both Staff Augmentation and SOW) to reenroll them 
under the new contract. Special attention will be given to those vendors who hold Staff 
Augmentation or SOW engagements under the current contract to ensure they are reenrolled in a 
timely fashion to minimize work disruption for those resources. 

As part of the vendor reenrollment, CAI will implement any new agreed upon Tiering changes. 

10. d) Transition current 
resources, 

Y Our work plan for transitioning to the new contract gives first priority to retaining the employers of the 
nearly 400 currently seated IT staff and 41 active SOW projects with minimal disruption to their hiring
agencies. These people perform work that is mission-critical to their respective agencies, and we will 
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      make every effort to transition their employer directly into the new contract; this will ensure absolute 

continuity of support for the agencies. Our proposed plan is to allow the current resources to “run 
out” their existing Purchase Orders under the current contract after which they will be transitioned to 
the new contract. 

If awarded the contract by May 1, we will be able to build the fully agreed upon job descriptions and 
rate card into Peoplefluent, and have the new rate card available for end of fiscal year transition, if 
desired. Based on this timing, at a minimum, we’ll have the new contract descriptions and rates 
available for all new engagements requested beginning July 1, 2013. A decision on the timing for 
transition of the existing engaged resources will depend upon contract award date, because we’ll 
have approximately 285 (of about 400) contractors whose engagements are set to end on June 30, 
2013, that will need extensions. We will need to begin working with agencies on those decisions by 
the last week of May 2013 in order to have this large task completed by end of June 2013. Options 
to the agencies will (1) extend the resource under the new contract rate card effective July 1, 2013; 
or (2) in order to ensure no break in services, extend the resource under the old contract for a term 
no longer than six months (ending December 31, 2013). If we do not transition contractors needing 
extensions by July 1, 2013, then we will plan to transition contractors as their POs expire, moving 
forward. 

The job descriptions will be similar. The changes will occur in the rate card and the matrix; currently 
we have legacy, core, and mission critical rates; the new contract will only have core rates. We will 
complete a mapping exercise where we map the current contractor categorization to the new 
contracted rate card, and will make recommendations for new categorization. 

 
 

10. e) 

 
the integration (as 
needed) and roll-out of 
the VMS, 

 
Y 

CAI will continue to use Peoplefluent as their VMS under the new contract. This is a great advantage 
to the Commonwealth as it provides complete metrics of all requirements and SOWs processed with 
CAI since we first implemented in 2006. Implementation under the new contract will include the 
configuration of new functionality and workflow changes identified and agreed upon during the 
Initiating and Planning and Design steps of the implementation plan. 

 
10. f) 

transitioning data from 
existing systems to 
your VMS, 

Y As the incumbent, and since CAI will continue to utilize Peoplefluent as our VMS, no transitioning of 
data is needed. This is a significant advantage to VITA. 

 
 

10. g) 

 
implementing VITA's 
and CoVA's business 
rules, 

 
Y 

COVA and VITA look to this type of contract to provide efficiencies, transparency into contract usage, 
and insight into trends. CAI will work with the COVA Executive Sponsors and VITA during the 
Initiating and Planning and Design steps to identify new or changed business rules and goals. We 
will also gather that the same information from the agencies during the workshops we will hold with 
them during implementation. 
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10. h) 

 
 
 
 

a communication plan 
to all customers and 
suppliers, 

 
 
 
 
 

Y 

Communication is one of the critical success factors of any MSP implementation. All parties - 
Executives, Agency users, Vendors, resources – need to have a clear understanding of what is 
occurring during the implementation and the timelines associated with implementation tasks. CAI 
has an established Communication Plan which we have successfully followed in our MSP client 
implementations. We will work with VITA to customize this plan to meet their communication 
requirements. Communications include announcements via email, announcements via portals and 
websites, webinars, and in person meetings and presentations. 

We have included a sample plan in Attachment H: Communications Plan. This plan 
coordinates with a typical “new” implementation, but it is a good example to demonstrate our established 
communications and experience in driving the communications. We will customize this document for the 
actual implementation of the new program. 

 
 

10. i) 

 
Training for all 
customers, 

 
 

Y 

The final weeks of the implementation plan will include training for both agency users and vendors. 
Training will consist of distribution of training guides, webinars, and hands-on training regarding the 
workflow of the contract and use of the Peoplefluent VMS application. The number of training 
sessions needed and training logistics will be determined during the Initiating and Planning and 
Design steps. 

 
 
 

10. j) 

the process to gather 
each customer's 
specific billing 
requirements and 
ensure your solution 
can comply with all 
customer needs, 

 
 
 

Y 

 
Since we have been successfully supporting the billing requirements of the Commonwealth agencies 
since 2006, we will take advantage of the agency workshops to review the billing processes with the 
agency representatives to ensure CAI is meeting their expectations. We will document and 
implement any changes requested by the agencies. 

 
 

 
11. 

Do you have a 
completed proposed 
implementation plan 
for this program 
including milestones, 
timelines, and 
responsibilities? If yes 
please include a copy. 

 
 

 
Y 

 
 

 
Our implementation plan is offered in Exhibit G to the Contract. 
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INTRODUCTION 
 
 

Computer Aid, Inc. (CAI), in support of its contract with Virginia Information Technologies 
Agency (VITA), is seeking qualified subcontractors to compete for deliverable-based, fixed 
price Statement of Work (SOW) subcontracts for IT projects with a maximum SOW value of 
$2 million in the following Specialty Areas: 

 
 

 Application Development  Information Security 

 Business Continuity Planning  IT Infrastructure 

 Business Intelligence  IT Strategic Planning 

 Business Process Reengineering  Project Management 

 Enterprise Architecture  Public Safety Communications 

 Enterprise Content Management  Radio Engineering Services 

 Back Office Solutions  IV&V Services 

 Geographical Information Systems 
 
 

Your company is invited to complete this Subcontractor Qualification Questionnaire, and, if 
selected, to compete with other qualified subcontractors for the opportunity to respond to 
SOW requisitions under the CAI IT Contingent Labor (ITCL) Contract in your Specialty 
Area(s). 

 
 

Please note: All subcontractors, if selected, must provide CAI with a signed Subcontractor 
Agreement and the required documentation outlined in the Criteria for Joining document on 
the http://smsa.compaid.com Web site, prior to being permitted to respond to a SOW 
requisition. 

 
 

 
CAI ITCL CONTRACT COMPONENTS 

 
 

The CAI ITCL Contract is comprised of two separate programs: 

1. Staff Augmentation of IT temporary resources 

2. SOW Deliverables-based, Fixed Price Projects 
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The purpose of this Subcontractor Qualification Process is to solicit qualified participants for 
the SOW Deliverables-based, Fixed Price Projects program. If your company wishes to 
participate in the Staff Augmentation program, please refer to the http://smsa.compaid.com 
Web site for details. 
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SOW DELIVERABLES-BASED, FIXED PRICE PROJECTS PROGRAM 

 
 

Unlike Staff Augmentation time and materials (T&M) requisitions, where VA State Agencies 
seek hourly, temporary IT resources to augment Agency staff, the SOW Deliverables-based, 
Fixed Price Projects program enables VA State Agencies to engage qualified subcontractors, 
who have proven experience in delivering end-to-end IT projects in a Specialty Area(s). 

 
 

Characteristics of the SOW Deliverables-based, Fixed Price Projects program include: 

 The SOW is the contractual document that defines the scope, schedule, fixed price, 
deliverables and payment schedule for a specific project 

 Projects are priced and bid for a fixed cost (i.e., work is not performed on an hourly 
rate basis) 

 Projects must be completed in a specific timeframe as defined in the SOW 

 The Subcontractor is solely responsible for the overall project management and 
delivery of the defined project within the specified timeframe 

 The Subcontractor submits completed SOW-defined deliverable artifacts (e.g., 
technical or requirements documents, reports, source code) to the owning Agency 
per the payment schedule in the SOW. Each project deliverable has a fixed price. 

 The Subcontractor invoices CAI for each deliverable after receiving the owning 
Agency’s approval, and CAI then invoices the owning Agency. 

 
 

The contractual VA State Agency / CAI / Subcontractor relationship under the SOW 
Deliverables-based, Fixed Price Projects program is depicted below. 



5 SOW Subcontractor Qualification Questionnaire v2.0
Confidential When Completed 

 

 

 
 

   
 
 

SUBCONTRACTOR QUALIFICATION PROCESS 
 
 

The purpose of the Subcontractor Qualification Process, illustrated below, is to evaluate your 
company’s capabilities to provide SOW deliverable-based, fixed price IT services to the 
Commonwealth in your specified Specialty Area(s). 

 
 

Please complete all sections of the questionnaire for the Specialty Area(s) that represents  
your company’s core competencies. Leave the Specialty Areas blank for which you are not 
attempting to qualify. Only subcontractors, who have a proven track record for successfully 
delivering deliverable-based, fixed price IT projects, will be considered for SOW opportunities. 

 
 

Complete the Subcontractor Submission Checklist in Appendix A then sign and submit your 
completed Subcontractor Qualification Questionnaire to CAI at VAITCLSOW@compaid.com 
by April 30, 2012. 

 
 

CAI will review your Subcontractor Qualification Questionnaire responses and communicate 
the results to you by June 5, 2012. 

VA State Agency 

Issues SOW 
requisition 

Signs SOW with
CAI 

Works directly
with
Subcontractor
during project
execution 

Prime contractor
(i.e., Supplier) to
VA State Agency 

Signs SOW with
VA State Agency 

Subcontracts
SOW to

 

Signs SOW with
Subcontractor 

Invoices VA State
Agency for
approved
deliverables 

Qualified
 

 
Subcontractor to
CAI 

Signs
Subcontractor
Agreement  and
SOW with CAI 

Responsible for
project
management and
delivery of project 

Invoices CAI for
VA State Agency‐
approved
deliverables 
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Subcontractor Qualification Process Flow 
 
 
 

Subcontractor  Qualification 
Open Enrollment Period 

Begins 

 
 
 

CAI Posts Invitation 
to Qualify 

 
Subcontractor 

Completes 
Questionnaire 

 

Subcontractor 
Submits 

Questionnaire 

 
CAI sends acknowledgement of 
submission to subcontractor 

 

CAI Reviews 
Questionnaire 
Responses 

 
for evaluation. 

 

CAI Notifies 
Subcontractor of 

Decision 

 
Subcontractor  Qualification 

Open Enrollment Period Ends 



7 SOW Subcontractor Qualification Questionnaire v2.0
Confidential When Completed 

 

 

 

SELECTION CRITERIA 
 
 

The Subcontractor Qualification Questionnaire is broken down into the following criteria for 
evaluation: 

 
 

 General Information 

 Financial Information 

 Personnel 

 Project Experience 
 
 

CAI will evaluate each Subcontractor Qualification Questionnaire based on: 
 
 

Completeness Have all the questions been thoroughly answered? 

Depth of Experience Do the referenced projects demonstrate the 
subcontractor’s ability to provide deliverable-based, 
fixed price IT services in the designated Specialty 
Area(s)? 

Financial Stability Is the subcontractor a viable, financially stable 
business partner? 

Staff Expertise Does the subcontractor have the ability to staff 
projects with skilled resources in the designated 
Specialty Area(s)? 

 
 
 

SUBCONTRACTOR QUALIFICATION OPEN ENROLLMENT PERIOD 
 
 

The Subcontractor Qualification Open Enrollment Period begins on March 26, 2012 and will 
close on April 30, 2012. Your company can submit the requested information anytime 
during the Subcontractor Qualification Open Enrollment Period. 

 
 

If you have any questions, please contact Christy Butcher, CAI Senior Account Manager, at 
(804)288-4320 or Sue Flaxman, CAI Senior Account Manager, at (717) 651-3126. 
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SUBCONTRACTOR SERVICES AGREEMENT MANDATORY TERMS AND 
CONDITIONS FOR SUBCONTRACTOR AGREEMENTS 

 
 

THIS INFORMATION TECHNOLOGY SERVICES CONTRACT ("Contract") is entered into by and 
between ("the Supplier"), and _ 
("Subcontractor'') located at  , [address] to be effective as of    
 _ 20_ ("Effective Date"). 

 
1.   PURPOSE AND SCOPE 

Supplier has entered into Contract No. VA-130620-CAI, a Master Services Agreement ("MSA") with 
the Virginia Information Technologies Agency ("VITA") for the provision of staff augmentation and 
statement of work services. This Contract sets forth the terms and conditions under which 
Subcontractor shall provide services ("Services") pursuant to this agreement in accordance with 
specific orders or Statements of Work attached hereto. 

 
2. DEFINITIONS 

A. Acceptance 
Successful performance of the Services at the location designated in the applicable order or 
Statement of Work, or completed and successful Acceptance testing in conformance with the 
Requirements as determined by the Authorized User order or in the applicable Statement of 
Work. 

B.   Authorized Users 
All public bodies, including VITA, as defined by §2.2-4301 and referenced by §2.2-4304 of the 
Code of Virginia. Authorized Users are the Supplier's customers. 

C.  Confidential Information 
Any confidential or proprietary information of a Party that is disclosed in any manner, including 
oral or written, graphic, machine readable or other tangible form, to any other Party in connection 
with or as a result of discussions related to this Contract or any order or SOW issued hereunder, 
and which at the time of disclosure either (i) is marked as being "Confidential" or "Proprietary", (ii) 
is otherwise reasonably identifiable as the confidential or proprietary information of the disclosing 
Party, or (iii) under the circumstances of disclosure should reasonably be considered as 
confidential or proprietary information of the disclosing Party. 

D.  Deliverable 
The tangible embodiment of the Services, including the development or creation of Work Product, 
performed or provided by Supplier as identified in the applicable Statement of Work. 

E. Party 
Subcontractor or Supplier. 

F. Related Deliverable 
Deliverable identified, specified and mutually agreed upon in the SOW as having 
interdependencies with another Deliverable within the same SOW 

G. Requirements 
The functional, performance, operational, compatibility, Acceptance testing criteria and other 
parameters and characteristics of the Service(s) and Deliverables as set forth in the applicable 
Statement of Work and such other parameters, characteristics, or performance standards that 
may be agreed upon in writing by the Parties. 

H. Service 
Any work performed or service provided, including provision to the Authorized User of any 
Deliverable, by Supplier under this Contract. Service includes the discovery, creation, or 
development of Work Product, if any. 
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I. Subcontractor Service 
Any work performed or service provided, including any Deliverable prescribed in the applicable 
order or SOW attached thereto, by Subcontractor under this Contract. 

J.   Statement of Work (SOW) 
A SOW means any document which, upon signing by both Parties, shall be deemed a part of this 
Contract, and which descrilbes the deliverables, due dates, assignment duration and payment 
obligations for a specific project, engagement or assignment for which Subcontractor shall be 
providing Services. 

K. Subcontractor 
Includes any individual who is an employee, sub-contractor or independent contractor of 
Subcontractor who is assigned by Subcontractor to perform Services under this Contract. 

L. Work Product 
Inventions, combinations, machines, methods, formulae, techniques, processes, improvements, 
software designs, computer programs, strategies, specific computer-related know-how, data and 
original works of authorship (collectively, the "Work Product") discovered, created,or developed 
by Subcontractor, or jointly by Subcontractor and an Authorized User(s) in the performance of this 
Contract. Work Product shall not include configuration of software. 

 
3. TERM AND TERMINATION 

Either Party may terminate this Contract, in whole or in part, upon notless than thirty (30) days prior 
written notice at any time for any reason, provided however that if Subcontractor is providing Services 
at the time of such notice, the Contract shall terminate at the later of (i) the date of termination 
specified in such notice, or (ii) the first date that Subcontractor is no longer providing Services 
pursuant to this Contract. 

 
Either party may submit any contractual dispute to mediation for resolution according to the terms of 
the Dispute Resolution Section. 

 
Supplier shall have the right to terminate this Contract, in whole or in part, or any order or SOW 
issued hereunder, in whole or in part for breach and/or default of Subcontractor. Subcontractor shall 
be deemed in breach and/or default in the event that Subcontractor fails to meet any material 
obligation set forth in this Contract or in any order or SOW issued hereunder. 

 
If Supplier deems the Subcontractor to be in breach and/or default, Supplier shall provide 
Subcontractor with notice of breach and/or default and allow Subcontractor fifteen (15) days to cure 
the breach and/or default. If Subcontractor fails to cure the breach as noted, Supplier may 
immediately terminate this Contract or any order or SOW issued hereunder, in whole or in part. Any 
such termination shall be deemed a Termination for Breach or a Termination for Default. 
Subcontractor 's consistent or recurring failure to meet the agreed-upon service levels will be 
considered to be a material breach of the Contract as described in this section. 
In the event of a Termination for Breach or Termination for Default, Subcontractor shall accept return 
of any Deliverable that was not accepted and shall refund any monies paid for such Deliverable, and 
all costs of de-installation and return of Deliverables shall be borne by Subcontractor. 

 
Supplier may terminate any order or SOW issued hereunder, in whole or in part, in the event that 
Supplier's customer provides notice of termination to Supplier. Inthis event, the effective date of the 
termination will be consistent with the termination date specified in the notice provided by Supplier's 
customer. 

 
4. SERVICES 

A. Nature of Services and Engagement 
Subcontractor is an independent contractor engaged to perform certain Services, including but 
not limited to consulting, installation and/or support activities as set forth in any order or SOW 
attached thereto. 
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B. Statement of Work (SOW) 
All Services shall be performed at the times and locations set forth in the applicable order or   
SOW and at the rates specified therein. All changes in the scope of Service must be described in 
a written change request, which includes an appropriate adjustment to the price, delivery dates or 
both. Any authorized Services beyond the scope of an order or applicable SOW attached thereto 
shall be performed at the hourly rates set forth in the SOW, unless otherwise agreed in writing by 
the Parties. 

 
Infurtherance of compliance, invoicing, and auditing requirements Subcontractor personnel shall 
maintain daily time reports of hours and tasks performed which shall be submitted as required by 
Supplier. 

 
An SOW may designate certain of Supplier's personnel as Key Personnel or Project Managers. 
Supplier's obligations with 1respect to Key Personnel and Project Managers shall be described in 
the applicable SOW. Failure of Supplier to perform in accordance with such obligations may be 
deemed a default of this Contract. 

C. Performance of Services 
Subcontractor shall provide personnel qualified to perform the Services required by any SOW 
issued hereunder. If any individual provided by Subcontractor fails to perform at an acceptable 
level of achievement of Re·quirements within a reasonable length of time, which shall not exceed 
ten (10) business days, the Supplier shall have the right to request that Subcontractor 
immediately remove such individualfrom performing on the SOW and replace such individual 
with a more qualified individual. Supplier may withhold payment for any hours billed by 
Subcontractor for such individual's performance of the Services.Any disputes arising from the 
foregoing shall be resolved in accordance with the Dispute Resolution section of this Contract. 

D. Change Orders 
All changes to the Services to be provided pursuant to any given SOW must be described in a 
written change request (template provided as an Exhibit hereto), which includes any appropriate 
adjustments to the SOW.  Either Party to an SOW may issue a change request that will be 
subject to written approval of the other Party before it becomes part of this Contract. 

E. Acceptance 
Service(s) shall be deemed accepted when the Supplier's customer determines that such 
Service(s) meets the Requirements set forth in the applicable order or SOW.If applicable, 
Subcontractor shall be responsible for ensuring that any individual Deliverable functions properly 
with any other Related Deliverable provided pursuant to the same SOW. Should a previously 
Accepted Deliverable require further modification in order to work properly with any other Related 
Deliverable, Subcontractor shall be responsible for all costs associated with such modification. 
Supplier's customer shall commence Acceptance testing within ten business (10) days, or within 
such other period as set forth in the applicable SOW, after receipt of the Service. Acceptance 
testing will be no longer than thirty (30) days, or such longer period as may be agreed in writing 
Supplier and Subcontractor, for each Deliverable Subcontractor agrees to provide to the 
Supplier's customer such assistance and advice as the Supplier's customer may reasonably 
require, at no additional cost, during such Acceptance testing. Supplier shall provide to 
Subcontractor written notice of Acceptance upon completion of installation and successful 
Acceptance testing. Should Supplier, or Suppliers customer on the Suppliers behalf, fail to 
provide Subcontractor written notice of successfulor unsuccessful Acceptance testing within five 
business (5) days following the Acceptance testing period,the Service shall be deemed 
Accepted. 

F. Cure Period 
Subcontractor shall correct any non-conformities identified hereunder and shall thereafter re- 
submit such previously non-conforming Service or Del verable for re-testing within seven (7) 
business days of the appropriate written notice of non-conformance, or as otherwise agreed 
between such Supplier and Subcontractor.  In the event that Subcontractor fails to deliver a 
Service or Deliverable which meets the Requirements, the Supplier may, in its sole discretion: 
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(i) reject the Service or Deliverable in its entirety and recover amounts previously paid hereunder 
for Services or Deliverables that are identified and specified and mutually agreed upon in the    
SOW as having interdependencies with the non-conforming Service or Deliverable; (ii) issue a 
"partial Acceptance" of the Service or Deliverable with an equitable adjustment in the price to 
account for such deficiency; or (iii) conditionally accept the applicable Service or Deliverable while 
reserving its right to revoke Acceptance if timely correction is not forthcoming. Failure of a 
Service or a Deliverable to meet, in all material respects, the specifications and performance 
standards after the second set of acceptance tests may constitute cause to terminate the SOW or 
constitute a default by the Subcontractor. Notwithstanding the foregoing,Supplier shall be entitled 
to pursue any other remedies that are available to it under this Contract and at law or in equity. 
For services provided under a SOW, if the Supplier rejects the Service or Deliverable in its 
entirety, the Supplier may seek to recover amounts previously paid to Subcontractor for such 
Service or Deliverable. 

G. Warranty Period 
90 days from Acceptance of the Deliverable, or such longer period as may be agreed to in the 
applicable SOW. 

H. Use of Deliverables 
Subcontractor grants to Supplier a worldwide, royalty free, perpetual license to use, reproduce, 
display, distribute copies of, and prepare derivative works of the Deliverables to or for (i) 
Supplier's customer's intemal purposes, (ii) Supplier's customer's agencies within the 
Commonwealth of Virginia,(iii) third parties who have signed appropriate confidentiality 
agreements, and (iv) governmental or regulatory bodies as required by law or regulation. It is 
expressly understood that "perpetual" license rights shall commence upon delivery of the Service 
Deliverables to the Supplier and shall exist in perpetuity. 

 
5. RIGHTS TO WORK PRODUCT 

A. Work Product 
Supplier and Subcontractor each acknowledge that performance of this Contract may result in 
Work Product(s). Subcontractor agrees that it shall promptly and fully disclose to Supplier any 
and all Work Product generated, conceived, reduced to practice or learned by Subcontractor or 
any of its employees, either solely or jointly with others, during the term or performance of this 
Contract, which in any way relates to the applicable order or SOW attached thereto. 
Subcontractor further agrees that neither Subcontractor nor any of Subcontractor's employees, 
contractors, agents or subcontractors, nor any party claiming through Subcontractor or 
Subcontractor's employees, shall, other than in the performance of this Contract, make use of or 
disclose to others any proprietary information relating to the Work Product.  All Services 
performed hereunder shall include delivery of all Work Product source code, object code, 
executables, and documentation.  Subcontractor agrees that Supplier shall have the right to 
require Subcontractor to provide a copy of the most recent object or source code to Supplier's 
customer at any and all times. 

 
B. Ownership 

Subcontractor agrees that, whether or not the Services are considered "works made for hire" or 
an employment to invent, all Work Product discovered, created or developed under this Contract 
shall be and shall remain the sole and exclusive property of the Supplier.  Except as specifically 
set forth in writing and signed by both Supplier and Subcontractor, Subcontractor agrees that the 
Supplier shall have all rights with respect to any Work Product discovered, created or developed 
under this Contract without regard to the origin of the Work Product. 

 
If and to the extent that Subcontractor may, under applicable law, be entitled to claim any 
ownership interest in the Work Product, Subcontractor hereby irrevocably transfers, grants, 
conveys, assigns and relinquishes exclusively to the Supplier any and all right, title and interest it 
now has or may hereafter acquire in and to the Work Product under patent, copyright, trade 
secret and trademark law in perpetuity or for the longest period otherwise permitted by law. If any 
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moral rights are created, Subcontractor waives such rights in the Work Product. Subcontractor 
further agrees as to the Work Product to assist the Supplier in every reasonable way to obtain 
and, from time to time, enforce patents, copyrights, and other rights and protection, and in 
protecting trade secrets, with respect to such Work Product, and to that end, Subcontractor and 
its employees shall execute all documents for use in applying for and obtaining such patents, 
copyrights, and other rights and protection with respect to such Work Product, as the Supplier 
may reasonably request, together with any assignments thereof to the Supplier in obtaining and 
enforcing such rights shall continue beyond the termination of this Contract. 

C.   Pre-existing Work 
If and to the extent that any pre-existing rights are embodiecll or reflected in the Service 
Deliverables, Subcontractor hereby grants to the Supplier an irrevocable, perpetual, non- 
exclusive, worldwide, royalty-free right and license to (i) use, modify, transmit, execute, 
reproduce, display, perform, distribute copies of and prepare derivative works based upon such 
pre-existing rights and any derivative works thereof, and (ii) authorize others to do any or all of 
the foregoing.It is expressly understood that "perpetual" license rights shall commence upon 
delivery of the Service Deliverables and shall exist in perpetuity unless otherwise terminated in 
accordance with the applicable provisions of the Contract. 

 
6. SUBCONTRACTOR PERSONINEL 

A. Selection and Management of Subcontractor Personnel 
Subcontractor shall take such steps as may be necessary to ensure that all Subcontractor 
personnel performing Services under this Contract are competent and knowledgeable of the 
contractual arrangements and the applicable SOW attached thereto, between Supplier and 
Subcontractor. Subcontractor shall be solely responsible for the conduct of its employees, agents, 
and subcontractors, including all acts and omissions of such employees, agents, and 
subcontractors, and shall ensure that such employees and subcontractors comply with the 
appropriate work site security, information security and personnel conduct rules, as well as 
applicable federal, state andlocal laws, including export regulations. Supplier reserves the right to 
require the immediate removal from such work site of any personnel believed to have failed to 
complied or whose conduct or behavior is unacceptable or unprofessional or results in a security 
or safety breach. 

 
All Subcontractor Personnel performing Services under this Contract will have a W-2 or 1099 
relationship to the Subcontractor, or be no more than one relationship layer removed from the 
Subcontractor . 

 
B. Subcontractor Personnel Supervision 

Subcontractor and Supplier acknowledge that Subcontractor shall be and is the sole employer of 
Subcontractor personnel, and shall have sole responsibility to supervise, counsel, discipline, 
review, evaluate, set the pay rates of, provide (to the extent required by law) health care and 
other benefits for, and terminate the employment of Subcontractor personnel. Subcontractor 
warrants that it is and shall be the only entity to provide consideration to Subcontractor personnel 
pursuant to this Contract. Supplier shall have no responsibility to provide oversight, supervision, 
benefits, guarantees of employment, etc. for subcontractor personnel. 

 
7. REPRESENTATIONS ANO WARRANTY OF SUBCONTRACTOR 

A. Ownership 
Subcontractor has the right to provide the Services, including Deliverables, without violating or 
infringing any law, rule, regulation, copyright, patent, trade secret or other proprietary right of any 
third party. 

B. Performance 
i).   All Services shall be performed with care, skill and diligence, consistent with or above 

applicable professionalstandards currently recognized irn its profession, and Subcontractor 
shall be responsible for the professional quality, technical accuracy, completeness and 
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coordination of all plans, information, specifications, Deliverables and Services furnished 
under this Contract; 

ii). The Services and Deliverables shall meet or exceed the requirements contained in any 
applicable order or SOW attached thereto; 

iii). The Services shall be performed in a professional manner; 
iv). Subcontractor warrants that the documentation which Subcontractor is required to provide 

under this Contract shall be sufficient in detailand content to allow a user, possessing 
sufficient technical knowledge, to understand fully the software or other Deliverables without 
reference to any other materials or information. 

 
C. Limited Warranty and Remedy 

During the Warranty Period Subcontractor warrants that the Deliverables do not contain any 
material errors and shallconform to the Requirements outlined in the SOW. Subcontractor shall 
correct all errors at no additional cost. If Subcontractor is unable to make the Deliverable 
conform, in all materialrespects, to the SOW Requirements within ten (10) days, or a time period 
mutually agreed upon or specified in the SOW, following written notification by Supplier, 
Subcontractor shall, at Supplier's request, accept return of such Deliverable and any other 
Related Deliverable(s) from the same SOW rendered unusable, and return all monies paid by 
Supplier for the non-conforming Deliverable and such other Related Deliverable(s) rendered 
unusable. 

 
D. Malicious Code 

Subcontractor agrees to use best efforts through quality assurance procedures to ensure that 
there are no computer viruses or undocumented features in any of the media or means used to 
deliver the Services. Subcontractor will use the best available means to scan any media on which 
Deliverables are provided to the Authorized User. 

 
THE OBLIGATIONS OF SUBCONTRACTOR UNDER THIS SECTION ARE MATERIAL. 
SUBCONTRACTOR MAKES NO OTHER WARRANTI ES, EXPRESS OR IMPLIED, INCLUDING 
WITHOUT LIMITATION ANY CONCERNI NG MERCHANTABILITY OR FITNESS FOR ANY OTHER 
PARTICULAR PURPOSE. 

 

8. ORDERS AND COMPENSATION 

A. Work Request Fulfillment Process 
Any and all Services provided pursuant to this Contract must be pursuant to a written order or 
SOW attached thereto, and such order or SOW must incorporate by reference all the terms and 
conditions contained in this Contract. 

B. Fees and Payment 
1. Payment terms are 30 days net payment from receipt of valid invoice for hourly based work 

performed as time and materials Staff Augmentation. An invoice is not considered valid until 
the hours reported have been approved within the VMS. 

 
a. Subcontractor shall prepare and submit invoices based on approved time in the 

Peoplefluent VMS system for the previous calendar month. Subcontractor employee 
must enter time into the Peoplefluent VMS system on a weekly basis or as directed by 
the Supplier. In the event of a conflict between the invoice and the time entered on VMS, 
the approved time entered on VMS shall prevail. 

b. Supplier shall use its best efforts to pay all properly prepared and submitted invoices 
within 30 calendar days from the date of receipt of such invoice by the Subcontractor. 
Supplier reserves the right to withhold payment until receipt of payment from the 
customer. The Supplier will notify the agency and the Subcontractor, in writing, of 
Supplier's intention to withhold payment and the reason. 

c. Subcontractor shall pay their subcontractors within the same time frames and terms as 
noted in Section B.1 above. 
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2. Payment terms are seven days from the receipt of payment from Client, and receipt of valid 
invoice for fixed - price work performed as a fixed price SOW. An invoice is not considered 
valid until the mi estones are approved within the VMS. 

 
a. Supplier shall use its best efforts to invoice the Client within seven (7) days from the 

receipt of a valid invoice from the Subcontractor. The Supplier will use commercially 
reasonable efforts to enforce payment from the Client. 

b. Notwithstandi ng, Supplier shall not be relieved of its obligation to pay Subcontractor if the 
Commonwealth's refusal to issue payment is based upon Supplier's failure to timely or 
properly invoice the Commonwealth. 

 
Subcontractor understands and agrees that under no circumstances shall the Supplier be 
responsible for any sum(s) of money owed or owing to subcontractor for services rendered in the 
event that, for any reason or for no reason, the Customer denies to, refuses to, or is unable to 
pay the Supplier. 

C.  Taxes 
Subcontractor shall be responsible for the payment of all taxes incurred by it as a result of this 
Agreement. 

D.  Overtime 
No overtime premiums will be paid by Supplier for work whichis performed under normal 
business hours (8:00 a.m. local time - 5:00 p.m. local time) iin order to complete a task on time, 
unless otherwise agreed to in writing in advance by the Supplier and the Supplier's customer. 

E. Reimbursement of Expenses 
Subcontractor will only be reimbursed for such travel-related expenses, including transportation, 
meals, lodging and incidental expenses, which have been authorized by the Supplier,and the 
Supplier's customer in advance. For executive branch agencies, expenses will be reimbursable 
to Subcontractor at the then-current per diem amounts as published by the Virginia Department of 
Accounts (http://www.doa.virginia.gov/, or a successor URL(s)). For other public bodies, expense 
reimbursement will be governed by the Authorized User's travel policies. 

 

9. CONFIDENTIALITY 

A. Treatment and Protection 
Each Party shall (i) hold in strict confidence all Confidential Information of any other Party, (ii) use 
the Confidential Information solely to perform or to exercise its rights under this Contract, and (iii) 
not transfer, display, convey or otherwise disclose or make available all or any part of such 
Confidential Information to any third-party. However, a Subcontractor may disclose the 
Confidential Information directly related to Services provided pursuant to this Contract as 
delivered by as delivered by or through Supplier to Subcontractor personnel that are bound by a 
non-disclosure agreement with each Subcontractor. Each Party shall take the same measures to 
protect against the disclosure or use of the confidential information as it takes to protect its own 
proprietary or confidential information as it takes to protect its own proprietary or confidential 
information (but in no event shall such measures be less than reasonable care.) 

B. Exclusions 
The term "ConfidentialInformation" shall not include information that is: 

i).  in the public domain through no fault of the receiving Party or of any other person or entity 
that is similarly contractually or otherwise obligated; 

ii). obtained independently from a third-party without an obligation of confidentiality to the 
disclosing Party and without breach of this Contract; 

iii). developed independently by the receiving Party without reference to the Confidential 
Information of the other Party; or 
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iv). required to be disclosed under The Virginia Freedom of Information Act (§§2.2-3700 et seq. 
of the Code of Virginia) or similar laws or pursuant to a court order. 

C. Return or Destruction 
Upon the termination or expiration of this Contract or upon the earlier request of the disclosing 
Party, the receiving party shall (i) at its own expense, (a) promptly return to the disclosing which 
may be Supplier's customer all tangible Confidential Information (and alt copies thereof except  
the record required by law) of the disclosing party, or (b) upon written request from the disclosing 
party, destroy such Confidential Information and provide the disclosing party with written 
certification of such destruction, and (ii) cease all further use of the other party's Confidential 
Information, whether in tangible or intangible form. 

 
D. Confidentiality Statement 

All Subcontractor personnel, contractors, agents, and subcontractors performing Services 
pursuant to this Contract may be required to sign a confidentiality statement or non-disclosure 
agreement. Any violation of such statement or agreement shall be shall be deemed a breach of 
this Contract and may result in termination of the Contract or any order or SOW issued 
hereunder. 

 
10. INDEMNIFICATION AND LIABILITY 

A. Indemnification 
Subcontractor agrees to indemnify, defend and hold harmless Supplier their officers, directors, 
agents and employees ("Supplier's Indemnified Parties") from and against any and all third party 
claims, demands, proceedings, suits and actions, including any related liabilities, obligations, 
losses, damages, assessments, fines, penalties (whether criminal or civil), judgments, settlements, 
expenses (including attorneys' and accountants' fees and disbursements) and costs  (each, a 
"Claim" and collectively, "Claims"), incurred by, borne by or asserted against any of 
Supplier's Indemnified Parties to the extent such Claims in any way relate to, arise out of or result 
from: (i) any intentional or willful conduct or negligence of any employee, agent, or subcontractor 
of Subcontractor , (ii) any act or omission of any employee, agent, or subcontractor of 
Subcontractor, (iii) breach of any representation, warranty or covenant of Subcontractor 
contained herein, (iv) any defect in the Deliverables or the Services, or (v) any actual or alleged 
infringement or misappropriation of any third party's intellectual property rights by any of the 
Deliverables or  Services. 

 
In the event of a Claim pursuant to any actual or alleged infringement or misappropriation of any 
third party's intellectualproperty rights by any of the Services or Deliverables, and in addition to 
alt other obligations of Subcontractor in this Section, Subcontractor shall at its expense, either (a) 
procure for Supplier the right to continue use of such infringing Services or Deliverables; or (b) 
replace or modify such infringing Services or Deliverables with non-infringing deliverables or 
services satisfactory to Supplier. And in addition, Subcontractor shall provide Supplier with 
comparable temporary replacement deliverables and services, or reimburse Supplier for the 
reasonable costs incurred by Supplier in obtaining alternative deliverables and services in the 
event Supplier cannot use the affected Deliverable or benefit from the affected Services. If 
Subcontractor cannot accomplish any of the foregoing within a reasonable time and at 
commercially reasonable rates, then Subcontractor shall accept the return of the infringing 
Services or Deliverables, along with any other Services or Deliverables rendered unusable by any 
of Supplier's customers as a result of the infringing Services or Deliverables, and refund the price 
paid to Subcontractor for such components. 

 
B. Liability 

Subcontractor's liability to the Supplier under this Contract for breach of this Contract's 
confidentiality, security, or indemnification provisions shall be limited to the greater of two (2) 
times the value of the appl cable Statement of Work or $2,000,000.  Subcontractor's liability to the 
Supplier under this Contract shall, for breach of this Contract by Subcontractor,if the breach   
arises from any intentional,willful, or negligent act or omission of any employee, agent, or 
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subcontractor of Subcontractor orif the damages are based on bodily injury, death, or damage to 
real property or tangible personal property be limited to (2) two times the annual value of the 
Suppliers MSA Contract with VITA.   The limitation shall apply on a per-incident basis, it being 
understood that multiple losses stemming from the same root cause constitute a single incident. 

 
EXCEPT FOR CLAIMS COVERED BY THE ABOVE DOLLAR LIMITATION, NEITHER PARTY 
SHALL BE LIABLE TO THE OTHER PARTY FOR INDIRECT, INCIDENTAL, CONSEQUENTIAL 
OR PUNITIVE DAMAGES UNDER THIS CONTRACT, INCLUDING (WITHOUT LIMITATION) 
LOSS OF PROFIT, INCOME OR SAVINGS, EVEN IF ADVISED OF THE POSSIBILITY 
THEREOF. 

 
11. SECURITY COMPLIANCE 

Subcontractor agrees to require all Subcontractor personnel to comply with all provisions of Supplier's 
then current security procedures for each applicable work location and as are pertinent to 
Subcontractor's operation and have been supplier to Subcontractor by Supplier and further agrees to 
comply with all applicable federal, state and local laws. Subcontractor shall indemnify, defend and 
hold Supplier, its officers, directors, employees and agents harmless from and against any and all 
fines, penalties (whether criminal or civil), judgments , damages and assessments including 
reasonable expenses suffered by, accrued against, or charged to or recovered from Supplier, its 
officers, directors, agents or employees, on account of the failure of Subcontractor to performits 
obligations pursuant to this Section. 

 
12.INSURANCE 

Subcontractor shall purchase and maintain insurance for protect.ion from claims under the Worker's 
Compensation Act and other statutory employee benefit provisions, which are applicable in Virginia. 

 
i). Commercial General Liabil ty - $1,000,000 per occurrence.Commercial General Liability is to 

include bodily injury and property damage, personal injury and advertising injury, products 
and completed operations coverage. The Commonwealth of Virginia must be named as an 
additional insured and so endorsed on the policy. 

ii).  Workers' Compensation - Statutory requirements and benefits.Coverage is compulsory for 
employers of three or more employees, to include the employer. Contractors who failto notify 
the Commonwealth of increases in the number of employees that change their workers' 
compensation requirements under the Code of Virginia during the course of the contract shall 
be in noncompliance with the contract. 

iii). Employer's Liability - $100,000. 

iv).  Further, Subcontractor  shall maintain errors and omissions coverage in the minimum amount 
of $1,000,000. All of Subcontractor's policies shall be with a company rated A- or better by 
AM Best and SMSA Supplier shall be named as an additional insured. If the total contract 
dollar amount of all active fixed price SOWs awarded to your company exceeds $1,000,000, 
you will need to increase your E&O coverage to equal that amount. 

 
Subcontractor shall submit a Certificate of Insurance to Supplier evidencing the required insurance 
coverage and stating that thirty (30) days prior written notice must be given to Supplier before 
cancellation of the policy. 

 
13. GENERAL PROVISIONS 

A. Relationship between Supplier and Subcontractor 
Subcontractor has no authority to contract for Supplier in any way to bind, to commit Supplier to 
any agreement of any kind, or to assume any liabilities of any nature in the name of or on behalf 
of Supplier. Under no circumstances shall Subcontractor or any of its employees, holditself out 
as or be considered an agent or an employee of Supplier and Supplier shall have any duty to 
provide or maintain any insurance or other employee benefits on behalf of Subcontractor or its 
employees. Subcontractor represents and warrants that it is an independent contractor for 
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purposes of federal, state and local employment taxes and agrees that Suppl er is not responsible 
to collect or withhold any federal,state or local employment taxes, including, but not limited to, 
income tax withholding and social security contributions, for Subcontractor. Subcontractor shall 
immediately pay all taxes lawfully imposed upon it with respect to this Contract or any Services 
provided pursuant to this Contract. 

B. Incorporated ContractualProvisions 
The then-current contractual provisions at the following URL are mandatory contractual 
provisions, required by law or by VITA, and that are hereby incorporated by reference: 
http:/lwww.vita.virginia.gov/uploadedFiles/SCM/Statutori lyMandatedTsandCs  .pdf 

The contractual claims provision §2.2-4363 of the Code of Virginia and the required eVA 
provisions at http://www.vita.virginia.gov/uploadedFiles/SCM/eVATsandCs .pdf are also 
incorporated by reference. 

The then-current terms and conditions in documents posted to the aforereferenced URLs are 
subject to change pursuant to action by the legislature of the Commonwealth of Virginia, change 
in VITA policy, or the adoption of revised eVA business requirements.If a change is made to the 
terms and conditions, a new effective date will be noted in the document title. Subcontractor is 
advised to check the URLs periodically. 

Notwithstanding the foregoing, any and all terms contained in the MSA that relate to or refer to 
the Subcontractor are incorporated herein by reference. The MSA can belocated at 
http:/lwww.vita.virginia.gov, see Contract No. VA-130620-CAI. 

C. Governing Law 
This Contract shall be governed by and construed in accordance with the laws of the 
Commonwealth of Virginia without regard to that body of law controlling choice of law. Any and 
all litigation shall be brought in the circuit courts of the Commonwealth of Virginia.  The English 
language version of this Contract prevails when Interpreting this Contract.  The United Nations 
Convention on Contracts for the International Sale of Goods and all other laws and international 
treaties or conventions relating to the sale of goods are expressly disclaimed.  UCITA shall apply 
to this Contract only to the extent required by §59.1-501.15 of the Code of Virginia. 

D. Dispute Resolution 
In the event that the Parties have any dispute, disagreement or cause of action (each, 
hereinafter, a "Dispute") arising pursuant to this Contract or any order or SOW attached thereto, 
the aggrieved party shall first try in good faith to resolve such dispute with the other Party before 
instituting any legal action with respect to such Dispute. If such informal efforts are unsuccessful, 
the Parties shall thereafter submit such dispute to non-binding mediation In accordance with the 
terms of this Section. Upon institution of any mediation (actual or constructive) the aggrieved 
Party shall promptly give notice to the other Party that it desires to mediate the Dispute. The 
aggrieved Party shall cooperate for a period of 90 days (or such shorter period as is necessary to 
avoid material financial harm to it or avoid prejudicing the enforceability of any of its legal rights) 
from the date that such notice is mailed (determined by postmark) to the other Party. Such 
mediation shall be administered by mutual agreement of the Parties,or in the absence of such 
mutual agreement, by the American Arbitration Association under its Commercial Mediation 
Procedures. In the event that such Dispute is not resolved to the satisfaction of the aggrieved 
Party within the time period contemplated above, then the aggrieved Party shall be free to 
engage in any legal process that it deems appropriate with respect to such Dispute.  The 
foregoing shall not be implied to limit any response that the aggrieved Party may make in 
response to any lawsuit or other action initiated by the other Party. 

Inthe event of any breach by Supplier, Subcontractor's remedies shall be limited to claims for 
damages and Prompt Payment Act Interest and, if available and warranted, equitable relief,all 
such claims to be processed pursuant to this Section. In no event shall Subcontractor's remedies 
include the right to terminate any license or support services hereunder. 
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E. Notices 
Any notice required or permitted to be given under this Contract shall be in writing and shall be 
deemed to have been sufficiently given if delivered in person, or if deposited in the U.S. mails, 
postage prepaid, for mailing by registered, certified mail, or overnight courier service addressed 
to the addressees shown on the signature page. Either party may change its address for notice 
purposes by giving the other Party notice of such change in accordance with this Section. 

F. No Waiver 
Any failure to enforce any terms of this Contract shall not constitute a waiver. 

G.   Assignment 
This Contract shall be binding upon and shall inure to the benefit of the permitted successors and 
assigns of each party thereto. Subcontractor may not assign, subcontract, delegate or otherwise 
convey this Contract or any of its rights and obligations hereunder, to any entity without the prior 
written consent of Supplier and any such attempted assignment or subcontracting without 
consent shall be void 

If any law limits the right of the Parties to prohibit assignment or nonconsensual assignments, the 
effective date of the assignment shall be thirty (30) days after the Subcontractor gives Supplier 
prompt written notice of the assignment, signed by authorized representatives of both the 
Subcontractor and the assignee.  Any payments made prior to receipt of such notification shall 
not be covered by this assignment. 

H. Captions 
The captions are for convenience and in no way define, limit or enlarge the scope of this Contract 
or any of its Sections. 

I. Severability 
Invalidity of any term of this Contract, in whole or in part, shall not affect the validity of any other 
term. The Parties further agree that in the event such provision is an essential part of this 
Contract, they shall immediately begin negotiations for a suitable replacement provision. 

J.   Survival 
The provisions of this Contract regarding License, Rights to Work Products, Warranty, 
Confidentiality, Liability and Indemnification, and the General Provisions shall survive the 
expiration or termination of this Contract. 

K.  Force Majeure 
Neither Party shall be responsible for failure to meet its obligations under this Contract if the 
failure arises from causes beyond the control and without the fault or negl gence of the non- 
performing Party. If any performance date under this Contract is postponed or extended pursuant 
to this section for longer than thirty (30) calendar days, Supplier by written notice given during the 
postponement or extension may terminate Subcontractor's right to render further performance 
after the effective date of termination without liability for that termination. 

L.  Remedies 
The remedies set forth in this Contract are intended to be cumulative. In addition to any specific 
remedy, Supplier reserves any and all other remedies that may be available at law or in equity. 

M.   Right to Audit 
Supplier reserves the right to audit those Subcontractor records that relate to the Services 
rendered or the amounts due Subcontractor for such Services under this Contract, as well as .all 
applicable tax records related to local, state and federal taxes owed for Services provided under 
the Contract.  Supplier's right to audit shall be limited as follows 

i).   Performed at Subcontractor's premises, during normal business hours at mutually agreed 
upon times; and 

 
ii). Excludes access to Subcontractor cost information. 

 
iii). No longer than 3 years from service performance date. 
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N. Entire Contract 

This Contract and any prior NOA constitute the entire agreement between the Parties and 
supersedes any and all previous representations, understandings, discussions or agreements 
between Supplier and Subcontractor as to the subject matter thereof. This Contract may only be 
amended by an instrumentiin writing signed by Supplier and Subcontractor. 

 

Supplier and Subcontractor each acknowledge that it has had the opportunity to review this Contract with 
its legal counsel. 

 
Executed as of the last date set forth below by the undersigned authorized representatives of Supplier 
and Subcontractor. 

 
 
 

 
(Name of Subcontractor) Supplier - Computer Aid 

 
 

By: By:    
 

 

(Signature) (Signature) 

Name:  Name:     

(Print)   (Print) 

Title:   Title:    

Date:   Date:     

Address for Notice:   Address for Notice: 

 
  

 
  

 
  

Attention: ---------- Attention: ---------- 
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EXHIBIT K: CERTIFICATION REGARDING LOBBYING 
 

The undersigned certifies, to the best of his or her knowledge and belief, that: 
 

i).  No Federal appropriated funds have been paid, by or on behalf of the undersigned, to any 
person for influencing or attempting to influence an officer or employee or an agency, a 
Member of Congress, an officer or employee of Congress, or an employee of a Member of 
Congress in connection with the awarding of any Federal Contract, the making of any Federal 
grant, the making of any Federal loan, the entering into of any cooperative agreement, and 
the extension, continuation, renewal, amendment, or modification of any Federal Contract, 
grant, loan, or cooperative agreement. 

ii).  If any funds other than Federal appropriated funds have been paid or will be paid to any 
person for influencing or attempting to influence an officer or employee of any agency, a 
Member of Congress,an officer or employee of Congress, or an employee of a Member of 
Congress in connection with this Federal Contract, grant, loan, or cooperative agreement, the 
undersigned shall complete and submit standard Form-LLL, "Disclosure Form to Report 
Lobbying," in accordance with its instructions. 

iii). The undersigned shall require that the language of this certification be included in the award 
documents for all sub awards at all tiers (including subcontracts, sub grants, and Contracts 
under grants, loans and cooperative agreements) and that all sub recipients shall certify and 
disclose accordingly. 

 

This certification is a material representation of fact upon which reliance was placed when this transaction 
was made or entered into. Submission of this certification is a prerequisite for making or entering into this 
transaction imposed by Section 1352, title 31 , U.S. Code. Any person who fails to file the required 
certification shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for 
each such failure. 

 

Signature : 
 

Printed Name:    

Organization: 

Date: 
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There are two separate Service Level Agreements (SLA) outlined in the tables below.  Table B-1 applies to Contractor’s 
performance, and Table B-2 applies Subcontractor’s performance.  However, Contractor is fully responsible for the performance of 
itself and its Subcontractors as specified under this SLA.  Remedies for failure to meet the SLAs is outlined at the end of this Exhibit. 
 
 

Table B-1 – Contractor SLA 
 

 These SLA’s apply to job requirements released under the contract.  
 They do not apply to engagements that transition from other contracts. 

 
 

Performance Standard Description Performance 
Target 

Calculation Frequency

Resume Submittal 
Response Time 

Measures response time from 
receipt of request to delivery of 
candidate resumes 

92%   Average number 
of requisitions 
which received 
first batch review 
within four 
business days 

Quarterly 

Round One Fill Rate Measures ability to satisfactorily 
fulfill  request with first round of 
resumes submitted to requestor 
(top 3-5 candidates) 

92% Total number of 
filled positions 
resulting from the 
first round of 
resumes/total 
number of 
requisitions filled 

Quarterly 
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Performance Standard Description Performance 
Target 

Calculation Frequency

Resource Dismissal Measures number of resources 
dismissed due to inadequate 
resource performance 

5% or lower Number of 
turnovers (due to 
inadequate 
performance)/ 
total number of 
resources 
engaged through 
end of the quarter 
including SLA 
exempt resources

Quarterly 

Accurate Billing Monthly invoice is complete and 
correct, submitted on time 

99% Number of 
invoices accepted 
by agency / total 
number of 
invoices 

Quarterly 

Customer Satisfaction For staff augmentation online 
survey provided after first quarter 
engagement of resources and 
annually thereafter and at 
conclusion of work assignment. 

For SOW engagements, on-line 
survey provided at end of the 
SOW. 

100% Online survey 
provided after first 
quarter of 
engagement, 
annually, and at 
conclusion of 
work assignment 

Quarterly 

System Availability VMS is available to hiring 
managers and subcontractors 

99% Measured 24/7 
with exception of 
announced down 
times 

Monthly 
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Performance Standard Description Performance 
Target 

Calculation Frequency

     

Resource Quality Measures quality of resources 
submitted to manager.   

Resumes need to meet technical 
requirements. 

99% or higher 

 

Number of 
resumes meeting 
technical 
requirements in 
PeopleFluent 
score submitted 
to manager / 
Total numbers of 
resumes 
submitted to 
manager. 

Quarterly 

Contractor Satisfaction 
Survey 

Contractor will conduct satisfaction 
survey to measure agency 
satisfaction with VMS performance.

80% Number of 
satisfactory 
responses / total 
number of 
responses 

Biannually 

 
 
 
 
 
 
 
 

Table B-2 – Subcontractor SLA 
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 These SLA’s will be applied to Michigan’s tiering structure. 
 These SLA’s apply to job requirements released under the contract.  
 They do not apply to engagements that transition from other contracts. 

 
 

Performance Standard Description Performance 
Target 

Calculation Frequency 

Percentage of timesheets 
submitted on time 

Timesheets will be submitted to the 
State for approval by defined 
deadline 

95%   Average number of 
timesheets 
submitted by 
deadline/total 
number of engaged 
resources 

Monthly 

Resource Dismissal Measures number of resources 
dismissed due to inadequate 
resource performance 

5% or lower Number of 
turnovers (due to 
inadequate 
performance)/total 
number of 
resources 

Quarterly 

Attrition Rate Measures resource turnover due to 
unplanned situations that are not 
caused by the State of Michigan, 
excluding inadequate performance, 
death, serious illness, etc. 

5% or lower Number of 
unplanned 
turnovers within the 
quarter / total 
number of 
resources engaged 
through end of the 
quarter including 
SLA exempt 
resources 

Quarterly 
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Performance Standard Description Performance 
Target 

Calculation Frequency 

Candidates Interviewed Measures the number of 
candidates who fulfill interview 
requests  

80% Number of 
candidates 
interviewed/total 
number of 
candidates 
requested for 
interview 

Quarterly 

Candidates fulfilling offers 
of engagement/failure to 
start 

Measures the number of 
candidates who start engagements 
after offer acceptance 

 

Measures false starts 

95% Number of 
candidates starting 
engagements/total 
number of 
candidates 
accepting offers of 
engagement 

Quarterly 

 
 
 
Remedies for Failure to Meet SLA 

 
Contractor, by itself or through its Subcontractors, will meet or exceed the service levels detailed in the tables above. In the event 
Contractor or its Subcontractors fail to meet the service levels, Contractor agrees to the following remedies: 
 

 A discussion will take place between Contractor representatives and the State Program Manager.  Contractor will be given a 
warning and a plan will be developed to improve on the problem areas within thirty (30) days.  
 

 If a second review occurs in which the Contractor fails to meet the service levels the Contractor will be placed on Probation, 
and Contractor will be given two (2) review periods to improve its overall service score.   If a third review with below-threshold 
score occurs within the two (2) month probationary period, the Contractor will be required to give a one percent (1%) rebate 
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on the month’s revenue back to the State.  If a fourth below-threshold score occurs within the next three (3) months, 
Contractor will be required to provide a three percent (3%) rebate on the month’s revenue back to the State, and the Contract 
may be terminated for cause by the State.  

 
 Contractor agrees to identify and calculate all credits due for outages, performance failures or failure to meet any service 

level.  All service levels will be computed on the basis detailed in the tables above. Contractor will ensure that all credits due 
the State are provided automatically without requiring the State to submit a claim or request, and are clearly identified on the 
credit note to which they are posted (including specifically identifying on the credit note the failure to which the service credit 
applies.).  Service credits will be issued no later than 60 days after such failure to meet a service level occurs.  The SLAs will 
be reviewed quarterly by the State and the Contractor to identify any issues that may need immediate attention.  Contractor 
will be allowed a 60 day grace period during the implementation phase of the Contract to ramp up services, without scoring 
on any of the performance metrics in the SLAs. Contractor will begin measuring the service levels immediately after 
completion of implementation and migration, beginning with the next calendar quarter, or 60 days thereafter, whichever is 
longer.  

 
 



Analyst 1 $52.53

Analyst 2 $58.40

Analyst 3 $75.71

Analyst 4 $82.37

Analyst 5 $97.28

Analyst 6 $115.48

Programmer 1 $57.21

Programmer 2 $66.50

Programmer 3 $74.84

Programmer 4 $83.55

Programmer 5 $96.55

Programmer 6 $114.34

Analyst 1 $41.90

Analyst 2 $47.00

Analyst 3 $51.86

Analyst 4 $59.89

Analyst 5 $72.87

Technical Writer 1 $37.47

Technical Writer 2 $40.96

Technical Writer 3 $49.62

Analyst 1 $47.50

Analyst 2 $55.18

Analyst 3 $64.37

Analyst 4 $76.60

Analyst 5 $86.20

Analyst 1 $50.66

Analyst 2 $53.27

Analyst 3 $65.78

Analyst 4 $78.54

Analyst 5 $91.38

Analyst 6 $105.43

$108.54

$55.99

ERP Analyst 1 $74.62

ERP Analyst 2 $86.20

ERP Analyst 3 $104.06

ERP Analyst 4 $113.12

ERP Analyst 5 $133.03

ERP Developer 1 $90.49

ERP Developer 2 $106.77

ERP Developer 3 $117.64

ERP Developer 4 $126.70

ERP Developer 5 $148.41

ERP Database Administrator 1 $65.51

ERP Database Administrator 2 $75.51

ERP Database Administrator 3 $93.29

ERP Database Administrator 4 $108.48

ERP Database Administrator 5 $134.31

ERP Project Manager 1 $121.22

ERP Project Manager 2 $131.16

ERP Project Manager 3 $148.57

Exhibit C: CAI Michigan Rate Card
Not to Exceed Bill 

Rate

Applications

Job Category Skill LevelJob Title

ERP Project Manager

Programmer Analyst

Programmer

Software Test Analyst

Technical Writer

Business Analyst

System Analyst

Software Solutions Architect

Intelligent Transportation Systems Specialist

ERP Analyst

ERP Developer

ERP Database Administrator
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Rate
Job Category Skill LevelJob Title

Geospatial Projects Manager $87.23

Analyst $80.28

Specialist I $58.40

Specialist II $69.36

Technician Trainee $47.27

Technician I $51.47

Technician II $54.25

Technician III $55.94

Graphic Designer 1 $40.41

Graphic Designer 2 $48.57

Mobile Specialist 1 $123.01

Mobile Specialist 2 $147.98

Website Developer 1 $55.05

Website Developer 2 $59.18

Webmaster 1 $58.25

Webmaster 2 $60.57

Help Desk 1 $32.67

Help Desk 2 $37.62

Help Desk 3 $42.41

Technical Support 1 $46.93

Technical Support 2 $53.62

Technical Support 3 $60.46

Infrastructure Solutions Architect 1 $69.80

Infrastructure Solutions Architect 2 $77.09

Infrastructure Solutions Architect 3 $85.17

Infrastructure Solutions Architect 4 $96.20

Infrastructure Solutions Architect 5 $108.89

System Administrator 1 $55.05

System Administrator 2 $60.89

System Administrator 3 $68.73

Database Architect 1 $73.87

Database Architect 2 $82.59

Database Architect 3 $90.01

Database Architect 4 $103.81

Data Warehouse Architect 1 $87.60

Data Warehouse Architect 2 $99.69

Data Warehouse Architect 3 $108.90

Database Administrator 1 $54.63

Database Administrator 2 $68.14

Database Administrator 3 $76.40

Database Administrator 4 $86.80

Database Administrator 5 $103.32

$108.73

$56.02

$82.62

$98.03

$123.01

$96.20

I.T. Auditor 1 $43.62

I.T. Auditor 2 $47.80

I.T. Auditor 3 $62.46

I.T. Auditor 4 $69.93

I.T. Auditor 5 $79.63

$74.30

Applications

IT Management Services

Governance

Data Management

Customer/Technical Support

Geographic Information Systems

Graphic Designer

Website Developer

Webmaster

Database Architect

IT Governance Analyst

IT Procurement Analyst

IT Trainer

Enterprise Architect

IT Strategist

IT Auditor

Mobile Specialist

System Administrator

Help Desk

Technical Support

Infrastructure Solutions Architect

Data Warehouse Architect

Database Administrator

Business Continuity Planner

Business Process Reengineering



Exhibit C: CAI Michigan Rate Card
Not to Exceed Bill 

Rate
Job Category Skill LevelJob Title

IT Sourcing Consultant 2 $106.47

IT Sourcing Consultant 3 $120.36

IT Security Analyst  1 $70.20

IT Security Analyst  2 $77.59

IT Security Analyst  3 $83.09

IT Security Architect 1 $92.36

IT Security Architect 2 $99.45

$114.62

Project Manager 1 $65.62

Project Manager 2 $76.60

Project Manager 3 $88.41

Project Manager 4 $104.24

Project Manager 5 $112.21

Project Lead 1 $70.76

Project Lead 2 $80.13

$36.41

Network Administrator 1 $46.46

Network Administrator 2 $60.93

Network Administrator 3 $65.66

Network Architect 1 $69.50

Network Architect 2 $79.38

Network Architect 3 $93.43

Network Engineer 1 $50.79

Network Engineer 2 $55.65

Network Engineer 3 $66.32

Network Engineer 4 $90.37

$58.87

$73.17

Telecommunications and 
Computer Networking

Telecommunications and 
Computer Networking

IT Management Services IT Sourcing Consultant

Project Management

IT Security

Network Engineer

Public Safety Consultant

Radio Engineer

Network Architect

Project Manager

Project Lead

IT Security Analyst

Project Coordinator

Network Administrator

IT Security Architect

Security Auditor
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2. Programmer ................................................................................................................................................................................................... 5 
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4. Technical Writer ............................................................................................................................................................................................. 9 
5. Business Analyst .......................................................................................................................................................................................... 10 
6. System Analyst............................................................................................................................................................................................. 12 
7. Software Solutions Architect ........................................................................................................................................................................ 13 
8. Intelligent Transportation Systems Specialist .............................................................................................................................................. 14 
9. ERP Analyst ................................................................................................................................................................................................. 14 
10. ERP Developer............................................................................................................................................................................................. 16 
11. ERP Database Administration...................................................................................................................................................................... 17 
12. ERP Project Manager .................................................................................................................................................................................. 19 
13. Geospatial Projects Manager ....................................................................................................................................................................... 21 
14. Geographic Information System Analyst ...................................................................................................................................................... 21 
15. Geographic Information System Specialist 1 ............................................................................................................................................... 22 
16. Geographic Information System Specialist 2 ............................................................................................................................................... 22 
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18. Geographic Information System Technician I .............................................................................................................................................. 23 
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21. Graphic Designer ......................................................................................................................................................................................... 24 
22. Mobile Specialist .......................................................................................................................................................................................... 25 
23. Website Developer ....................................................................................................................................................................................... 25 
24. Webmaster ................................................................................................................................................................................................... 25 

Customer/Technical Support........................................................................................................................................................................................ 26 
25. Help Desk ..................................................................................................................................................................................................... 26 
26. Technical Support ........................................................................................................................................................................................ 27 
27. Infrastructure Solutions Architect ................................................................................................................................................................. 28 
28. System Administrator ................................................................................................................................................................................... 30 

Data Management ........................................................................................................................................................................................................ 31 
29. Database Architect ....................................................................................................................................................................................... 31 
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31. Database Administrator ................................................................................................................................................................................ 33 
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32. IT Procurement Analyst ................................................................................................................................................................................ 35 
33. IT Governance Analyst ................................................................................................................................................................................. 36 

IT Management Services ............................................................................................................................................................................................. 37 
34. Business Continuity Planner ........................................................................................................................................................................ 37 
35. Business Process Reengineering ................................................................................................................................................................ 37 
36. Enterprise Architect ...................................................................................................................................................................................... 38 
37. IT Strategist .................................................................................................................................................................................................. 38 
38. IT Auditor ...................................................................................................................................................................................................... 38 
39. IT Trainer ...................................................................................................................................................................................................... 40 
40. IT Sourcing Consultant ................................................................................................................................................................................. 40 

IT Security .................................................................................................................................................................................................................... 41 
41. IT Security Analyst ....................................................................................................................................................................................... 41 
42. IT Security Architect ..................................................................................................................................................................................... 42 
43. IT Security Auditor ........................................................................................................................................................................................ 43 

Project Management .................................................................................................................................................................................................... 43 
44. Project Manager ........................................................................................................................................................................................... 43 
45. Project Lead ................................................................................................................................................................................................. 45 
46. Project Coordinator ...................................................................................................................................................................................... 46 

Telecommunications and Computer Networking ......................................................................................................................................................... 46 
47. Network Administrator .................................................................................................................................................................................. 46 
48. Network Architect ......................................................................................................................................................................................... 47 
49. Network Engineer ......................................................................................................................................................................................... 48 
50. Public Safety Consultant .............................................................................................................................................................................. 49 
51. Radio Engineer ............................................................................................................................................................................................ 50 

 



Exhibit D: Job Titles and Descriptions 
 

Page 3 of 50 

APPLICATIONS 

1. Programmer Analyst 

• Plans, develops, tests, and documents computer programs, applying knowledge of programming techniques and computer systems. 
Evaluates user request for new or modified program, such as for financial or human resource management systems, clinical research trial 
results, statistical study of traffic patterns, or analyzing and developing specifications for bridge design, to determine feasibility, cost and 
time required, compatibility with current system, and computer capabilities. Consults with user to identify current operating procedures and 
clarify program objectives. Formulates plan outlining steps required to develop program, using methodologies such as structured analysis 
and design or object-oriented development.  

• Work involves assisting in analyzing systems outlines to develop programs for computer applications, writing solution programs, 
documenting the methods and procedures used in program development, and testing and correcting programs. Works under moderate 
supervision with limited latitude for the use of initiative and independent judgment. Develops block diagrams and machine logic flowcharts 
to represent operations and data flow for applications.  

• Captures requirements using industry standard development frameworks and tools. Designs reports, forms and letters along with 
computer terminal screen displays to accomplish goals of user request. Reviews screens, reports, forms and letters designs with users. 
Converts project specifications, using industry standard tools, such as object-oriented tools and code generation, into sequence of 
detailed instructions and logical steps for coding into language processable by computer, applying knowledge of computer programming 
techniques and computer languages.  

• Enters program codes into computer system. Enters commands into computer to run and test program. Reads computer printouts or 
observes display screen to detect syntax or logic errors during program test, or uses diagnostic software to detect errors. Replaces, 
deletes, or modifies codes to correct errors. Analyzes, reviews and alters program to increase operating efficiency or adapt to new 
requirements. Writes documentation to describe program development, logic, coding, and corrections. Writes manual for users to describe 
installation and operating procedures. Assists users to solve operating problems. Recreates steps taken by user to locate source of 
problem and rewrites program to correct errors. May use computer-aided software tools in each stage of system development. May train 
users to use program. May oversee installation of hardware and software. May provide technical assistance to program users. May install 
and test program at user site. May monitor performance of program after implementation. May specialize in developing programs for 
business or technical applications. 

Programmer 
Analyst 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment 
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Programmer 
Analyst 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 

Programmer 
Analyst 3 

 

Years of 
Experience 

8-11 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, may 
lead and direct the work of others, a wide degree of creativity and latitude is expected. 

 

Programmer 
Analyst 4 

 

Years of 
Experience 

12-15 years of experience in the field or in a related area.   

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, may 
lead and direct the work of others, a wide degree of creativity and latitude is expected. 

 

Programmer 
Analyst 5 

 

Years of 
Experience 

Advanced experience in the IT industry and as a programmer analyst. 

Job Description Includes descriptions detailed earlier as well as programmer analyst experience in specialized IT technologies which may not 
be widely used or are new to the industry. 

 

Programmer 
Analyst 6 

 

Years of 
Experience 

Advanced experience in the IT industry and as a programmer analyst 

Job Description Includes descriptions detailed earlier as well as programmer analyst experience in specialized IT technologies which may not 
be widely used or are new to the industry, including the ability to mentor other staff in the use of the specialty technologies and 
make recommendations on the use of the specialty technologies and integration within the organization’s architecture. 
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2. Programmer 

• Converts data from project specifications and statements of problems and procedures to create or modify computer programs. Prepares, 
or receives detailed specifications to describe sequence of steps that program must follow and input, output, and logical operations 
involved. Analyzes specifications, applying knowledge of computer capabilities, subject matter, and symbolic logic. Confers with 
supervisor and representatives of departments concerned with program to resolve questions of program intent, data input, output 
requirements, and inclusion of internal checks and controls. Converts detailed specifications to language processable by computer. Enters 
program codes into computer system. Inputs test data into computer. Observes computer monitor screen to interpret program operating 
codes. Corrects program errors, using methods such as modifying program or altering sequence of program steps. May prepare computer 
block diagrams and machine logic flowcharts for detailed coding of problems, and provides for the documentation of programming work.  

• Writes instructions to guide operating personnel during production runs. Analyzes, reviews, and rewrites programs to increase operating 
efficiency or to adapt program to new requirements. Compiles and writes documentation of program development and subsequent 
revisions. May assist computer operator to resolve problems in running computer program. May work with System Analyst to obtain and 
analyze project specifications. May direct and coordinate work of others to write, test, and modify computer programs. Work involves 
writing programs to solve problems, documenting the methods and procedures used in program development, and testing and correcting 
programs. Work involves analyzing system outlines to develop programs for computer applications; writing solution programs; May train 
others. Works under general supervision with limited latitude for the use of initiative and independent judgment. Analyzes proposed 
computer applications in terms of equipment requirements and capabilities. Assists in developing solutions to software-related problems. 
May assist in the generation or installation of systems software.  

• Prepares test data. May assist in writing and maintaining functional and technical specifications. Experience in computer programming 
work. Knowledge of the principles, practices, and techniques of computer programming and systems analysis, of computer operations 
procedures and systems, and of computer programming languages. Skill in the use of computer equipment. Ability to design programs 
and systems architecture; to prepare program specifications; to code, test, and debug computer programs; to interpret technical 
information relating to computer programming and other areas of data processing; and to communicate effectively.  

Programmer 1  

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 

Programmer 2  

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 
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Programmer 3  

Years of 
Experience 

8-11 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Programmer 4  

Years of 
Experience 

12-15 years of experience in the field or in a related area.   

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Programmer 5  

Years of 
Experience 

Advanced experience in the IT industry and as a programmer. 

Job Description Includes descriptions detailed earlier as well as programmer analyst experience in specialized IT technologies which may not 
be widely used or are new to the industry. 

 

Programmer 6  

Years of 
Experience 

Advanced experience in the IT industry and as a programmer. 

Job Description Includes descriptions detailed earlier as well as programmer analyst experience in specialized IT technologies which may not 
be widely used or are new to the industry, including the ability to mentor other staff in the use of the specialty technologies and 
make recommendations on the use of the specialty technologies and integration within the organization’s architecture. 

3. Software Test Analyst 

• Develops, publishes, and implements test plans. Writes and maintains test automation. Evaluates, recommends, and implements 
automated test tools and strategies. Develops, maintains, and upgrades automated test scripts and architectures for application products. 
Also writes, implements, and reports status for system test cases for testing. Analyzes test cases and provides regular progress reports. 
Participates in the testing process through test review and analysis, test witnessing and certification of software. 

Analyst 1  

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Evaluates and tests new or modified software programs and software development procedures used to verify that programs 
function according to user requirements and conform to establishment guidelines: Writes, revises, and verifies quality 
standards and test procedures for program design and product evaluation to attain quality of software economically and 
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efficiently.  

Reviews new or modified program, including documentation, diagram, and flow chart, to determine if program will perform 
according to user request and conform to guidelines. Recommends program improvements or corrections to programmers. 
Reviews computer operating log to identify program processing errors. Enters instructions into computer to test program for 
validity of results, accuracy, reliability, and conformance to establishment standards. Observes computer monitor screen 
during program test to detect error codes or interruption of program and corrects errors. Identifies differences between 
establishment standards and user applications and suggests modifications to conform to standards. Sets up tests at request of 
user to locate and correct program operating error following installation of program. Conducts compatibility tests with vendor-
provided programs. Monitors program performance after implementation to prevent reoccurrence of program operating 
problems and ensure efficiency of operation. Writes documentation to describe program evaluation, testing, and correction. 
May evaluate proposed software or software enhancement for feasibility. May develop utility program to test, track, and verify 
defects in software program. May write programs to create new procedures or modify existing procedures. May train software 
program users. 

 
Analyst 2  

Years of 
Experience 

4-7 years of experience in the field. 

Job Description Evaluates and tests new or modified software programs and software development procedures used to verify that programs 
function according to user requirements and conform to establishment guidelines: Writes, revises, and verifies quality 
standards and test procedures for program design and product evaluation to attain quality of software economically and 
efficiently.  

Reviews new or modified program, including documentation, diagram, and flow chart, to determine if program will perform 
according to user request and conform to guidelines. Recommends program improvements or corrections to programmers. 
Reviews computer operating log to identify program processing errors. Enters instructions into computer to test program for 
validity of results, accuracy, reliability, and conformance to establishment standards. Observes computer monitor screen 
during program test to detect error codes or interruption of program and corrects errors. Identifies differences between 
establishment standards and user applications and suggests modifications to conform to standards. Sets up tests at request of 
user to locate and correct program operating error following installation of program. Conducts compatibility tests with vendor-
provided programs. Monitors program performance after implementation to prevent reoccurrence of program operating 
problems and ensure efficiency of operation. Writes documentation to describe program evaluation, testing, and correction. 
May evaluate proposed software or software enhancement for feasibility. May develop utility program to test, track, and verify 
defects in software program. May write programs to create new procedures or modify existing procedures. May train software 
program users. 

 
Analyst 3  

Years of 
Experience 

7-10 years of experience in the field. 

Job Description Evaluates and tests new or modified software programs and software development procedures used to verify that programs 
function according to user requirements and conform to establishment guidelines: Writes, revises, and verifies quality 
standards and test procedures for program design and product evaluation to attain quality of software economically and 
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efficiently.  

Reviews new or modified program, including documentation, diagram, and flow chart, to determine if program will perform 
according to user request and conform to guidelines. Recommends program improvements or corrections to programmers. 
Reviews computer operating log to identify program processing errors. Enters instructions into computer to test program for 
validity of results, accuracy, reliability, and conformance to establishment standards. Observes computer monitor screen 
during program test to detect error codes or interruption of program and corrects errors. Identifies differences between 
establishment standards and user applications and suggests modifications to conform to standards. Sets up tests at request of 
user to locate and correct program operating error following installation of program. Conducts compatibility tests with vendor-
provided programs. Monitors program performance after implementation to prevent reoccurrence of program operating 
problems and ensure efficiency of operation. Writes documentation to describe program evaluation, testing, and correction. 
May evaluate proposed software or software enhancement for feasibility. May develop utility program to test, track, and verify 
defects in software program. May write programs to create new procedures or modify existing procedures. May train software 
program users. 

 
Analyst 4  

Years of 
Experience 

11-14 years of experience in the field. 

Job Description Evaluates and tests new or modified software programs and software development procedures used to verify that programs 
function according to user requirements and conform to establishment guidelines: Writes, revises, and verifies quality 
standards and test procedures for program design and product evaluation to attain quality of software economically and 
efficiently.  

Reviews new or modified program, including documentation, diagram, and flow chart, to determine if program will perform 
according to user request and conform to guidelines. Recommends program improvements or corrections to programmers. 
Reviews computer operating log to identify program processing errors. Enters instructions into computer to test program for 
validity of results, accuracy, reliability, and conformance to establishment standards. Observes computer monitor screen 
during program test to detect error codes or interruption of program and corrects errors. Identifies differences between 
establishment standards and user applications and suggests modifications to conform to standards. Sets up tests at request of 
user to locate and correct program operating error following installation of program. Conducts compatibility tests with vendor-
provided programs. Monitors program performance after implementation to prevent reoccurrence of program operating 
problems and ensure efficiency of operation. Writes documentation to describe program evaluation, testing, and correction. 
May evaluate proposed software or software enhancement for feasibility. May develop utility program to test, track, and verify 
defects in software program. May write programs to create new procedures or modify existing procedures. May train software 
program users. 

 
Analyst 5  

Years of 
Experience 

15 or more years of experience in the field. 

Job Description Evaluates and tests new or modified software programs and software development procedures used to verify that programs 
function according to user requirements and conform to establishment guidelines: Writes, revises, and verifies quality 
standards and test procedures for program design and product evaluation to attain quality of software economically and 
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efficiently.  

Reviews new or modified program, including documentation, diagram, and flow chart, to determine if program will perform 
according to user request and conform to guidelines. Recommends program improvements or corrections to programmers. 
Reviews computer operating log to identify program processing errors. Enters instructions into computer to test program for 
validity of results, accuracy, reliability, and conformance to establishment standards. Observes computer monitor screen 
during program test to detect error codes or interruption of program and corrects errors. Identifies differences between 
establishment standards and user applications and suggests modifications to conform to standards. Sets up tests at request of 
user to locate and correct program operating error following installation of program. Conducts compatibility tests with vendor-
provided programs. Monitors program performance after implementation to prevent reoccurrence of program operating 
problems and ensure efficiency of operation. Writes documentation to describe program evaluation, testing, and correction. 
May evaluate proposed software or software enhancement for feasibility. May develop utility program to test, track, and verify 
defects in software program. May write programs to create new procedures or modify existing procedures. May train software 
program users. 

4. Technical Writer 

• Develops and maintains user and technical documentation and project process documentation for Application Teams. Understands the 
user’s view of applications and /or technology and is able to put procedures in a logical sequence. Provides expertise on technical 
concepts of applications and /or user groups and structuring procedures in a logical sequence, due to a broad understanding of the 
applications. Writes a variety of technical articles, reports, brochures, and/or manuals for documentation for a wide range of uses. May be 
responsible for coordinating the display of graphics and the production of the document.  

• Develop, enhance, and maintain user documentation for multiple applications including documentation required for the operations 
provider. Develop on-line source documentation as appropriate. Maintain documentation libraries and subscription lists. Identify, create, 
revise, and maintain documentation and templates. Ensure appropriate control access/use of documentation materials. Maintain 
application and user documentation. Ensure messages and terminology is consistent across all written materials. Research and complete 
documentation service requests. Communicate accurate and useful status updates. Manage and report time spent on all work activities. 
Follow quality standards. Ability to work in a team environment. Strong communication skills; both written and spoken.  

• Composes technical documents, manuals, bulletins, brochures, publications, training manuals, and special reports. Organizes and 
coordinates the composition of material and drafting of forms suitable for reproduction. Reviews and edits prepared material and 
illustrations. Develops and refines material for publication in journals and periodicals. Prepares informational material for release to the 
mass media. Works with agency staff in the development of formats, graphics, and the layout of publications. Assists agency staff in 
preparing and refining material for speeches and other public presentations. May research product design, capabilities, and compatibility 
ranges.  

• May oversee the writing, editing, publishing, and distribution of specification documents. May review various resources and prepare 
analyses or summaries. May train others. Experience in technical writing, journalism, or communications work. Knowledge of the 
techniques and methods of planning, organizing, and writing various types of materials; of research methodology; and of departmental 
policies, procedures, and regulations. Skill in the use of office equipment. Ability to conduct research; to compose, review, illustrate, and 
edit technical documents, materials, and reports; to communicate effectively; and to train others. 
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Technical Writer 
1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Technical Writer 
2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Technical Writer 
3 

 

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

5. Business Analyst 

• Reviews, analyzes, and evaluates business systems and user needs. Formulates systems to parallel overall business strategies. 
Experienced with business process reengineering and identifying new applications of technology to business problems to make business 
more effective. Familiar with industry standard (including Legacy, Core, and Emerging technologies), business process mapping, and 
reengineering. Prepares solution options, risk identification, and financial analyses such as cost/benefit, ROI, buy/build, etc. Writes 
detailed description of user needs, program functions, and steps required to develop or modify computer programs.  

• Prepare and document Functional and Technical Specifications for reporting and data warehouse work. Assist with business 
warehouse/intelligence support and enhancements. Develops RFPs. Assist in deployment and management of end-user reporting tools 
and platforms. Work with IT and business project teams to understand reporting and data warehousing requirements and propose 
solutions. Document and provide knowledge transfer to the rest of the Enterprise Reporting Team for all solutions.  

• Reviews, analyzes, and evaluates business systems and user needs. Formulates systems to parallel overall business strategies. Has 
knowledge of commonly-used concepts, practices, and procedures within a particular field. Familiar with relational database concepts, and 
client-server concepts. Relies on limited experience and judgment to plan and accomplish goals. Performs a variety of tasks. Works under 
general supervision; typically reports to a project leader or manager. A certain degree of creativity and latitude is required.  
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Business Analyst 
1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Business Analyst 
2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Business Analyst 
3 

 

Years of 
Experience 

8-11 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Business Analyst 
4 

 

Years of 
Experience 

12-15 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Business Analyst 
5 

 

Years of 
Experience 

16 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 
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6. System Analyst 

• Understands business objectives and problems, identifies alternative solutions, performs studies and cost/benefit analysis of alternatives. 
Analyzes user requirements, procedures, and problems to automate processing or to improve existing computer system: Confers with 
personnel of organizational units involved to analyze current operational procedures, identify problems, and learn specific input and output 
requirements, such as forms of data input, how data is to be summarized, and formats for reports. Writes detailed description of user 
needs, program functions, and steps required to develop or modify computer program. Reviews computer system capabilities, 
specifications, and scheduling limitations to determine if requested program or program change is possible within existing system.  

• Studies existing information processing systems to evaluate effectiveness and develops new systems to improve production or 
specifications as required. Prepares specifications to detail operations to be performed by equipment and computer programs and 
operations to be performed by personnel in system. Conducts studies pertaining to development of new information systems to meet 
current and projected needs. Plans and prepares technical reports, memoranda, and instructional manuals as documentation of program 
development. Upgrades system and corrects errors to maintain system after implementation. May assist computer programmer in 
resolution of work problems related to project specifications, or programming. May direct and coordinate work of others to develop, test, 
install, and modify programs.  

• Provides technical assistance and support for applications and hardware problems and for information sharing with external entities in a 
customer service environment. Provides field coordination and planning for the effective use of management information systems. 
Determines operational, technical, and support requirements for the location, installation, operation, and maintenance of various office 
equipment and systems. Prepares charts, diagrams, tables, and flowcharts. Details input and output record formats for computer 
programs. Assists in formulating logical descriptions of problems and devising optimum solutions. Assists in the design, development, and 
maintenance of various computer applications. May provide support and make recommendations for information technology systems 
processes associated with software technology planning, development, implementation, system security, and interfaces.  

• Graduation from an accredited four-year college or university with major course work in computer science, computer information systems, 
or management information systems is generally preferred. Knowledge of the limitations and capabilities of computer systems and of the 
techniques used in the design of non-automated systems, of information technology equipment, of applicable programming languages, of 
computer hardware and software, of computer operating systems, of writing program code, and of automated mapping. Ability to analyze 
systems and procedures, to write and revise standards and procedures, to communicate effectively, and to train others. 

System Analyst 1  

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
System Analyst 2  

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
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considerable latitude for the use of initiative and independent judgment. 

 
System Analyst 3  

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 
System Analyst 4  

Years of 
Experience 

10 or more years of experience in the field. 

Job Description Advanced experience in the field. 

 
System Analyst 5  

Years of 
Experience 

12 or more years of experience in the field. 

Job Description Proven experience with complex concepts, practices, and procedures within the IT industry. Relies on advanced experience 
and judgment to plan and accomplish goals. 

 
System Analyst 6  

Years of 
Experience 

14 or more years of experience in the field. 

Job Description Proven experience with complex concepts, practices, and procedures within the IT industry. Relies on advanced experience 
and judgment to plan and accomplish goals. Works independently and cooperatively with management and stakeholders. 

7. Software Solutions Architect  
Solutions 
Architect 

 

Years of 
Experience 

5 or more years of experience in the field. 

Job Description Lead and manage the design, implementation and delivery of system and software architecture designs, strategies and quality 
assurance plans.  Design, prototype, develop and implement to achieve business results for the client.   Experienced expert 
able to lead and deliver solutions using object-oriented, service-oriented architecture, and n-tier architectures.  Adopt, develop, 
and execute a robust software development lifecycle, using industry best practices. Follows both the Commonwealth and 
industry best practices for software engineering. ·   Leads in the development of long term technology strategy and planning 
for the entire organization leveraging existing and acquiring new resources.   Leads and actively participates on project teams, 
clarifying business needs and requirements, performing analysis, design, development, integration, and maintenance of 



Exhibit D: Job Titles and Descriptions 
 

Page 14 of 50 

systems across the enterprise.   Willing and able to engage with other internal organizations to maximize delivery capabilities 
and provide value to clients.  Participates and leads the development of delivery approach, and labor and cost 
estimates.  Manage projects or tasks using the Commonwealth and industry project delivery methodologies and best practices. 
Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

8. Intelligent Transportation Systems Specialist 
Intelligent 
Transportation 
Systems (ITS) 
Specialist 

 

Years of 
Experience 

5 or more years of experience in the field 

Job Description Design, plan, manage, and implement, and review Intelligent Transportation Systems (ITS ) and Transportation/Traffic 
Management Centers.  Participate in the design, layout, modification, and fabrication of the ITS components used in the 
Commonwealth transportation infrastructure; recommend ITS equipment specifications; assist in developing operating 
procedures for ITS devices; read diagrams, blueprints, manuals, and specifications for new installations and continual 
maintenance of ITS devices; make corrections to schematics and blueprints; assist contractors and other agencies with 
installation of new devices and system expansion.  

Make independent technical decisions in the course of day to day activities.  

Design, lead and participate in complex field and bench testing procedures on a variety of ITS equipment, such as closed 
circuit television systems, traffic system control units, trailblazer signs, dynamic message signs, radio communication facilities, 
conflict monitors, incident detection systems, load switches, inductive vehicle detection systems, power service assemblies, 
and others; test, troubleshoot, and repair ITS equipment to component level of micro processing systems; maintain and 
service a variety of test and repair equipment.  

Train assigned staff in proper work methods and techniques and in the set up and use of equipment.  

Document all ITS devices in the freeway and arterial infrastructure.  

Assist Traffic Management Center staff within the center as needed with the operation of the ITS facilities. 

9. ERP Analyst 
ERP Analyst 1  

Years of 
Experience 

0-2 

Job Description Assists with the development and maintenance of the Enterprise Resource Planning (ERP) program. Customizes and 
configures workflow to allow the integration of client/server applications. Tests ERP layout to ensure the system is meeting 
corporate needs. May require a bachelor's degree. Has knowledge of commonly-used concepts, practices, and procedures 
within a particular field. Relies on instructions and pre-established guidelines to perform the functions of the job. Works under 
immediate supervision. Typically reports to a supervisor or manager. 
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ERP Analyst 2  

Years of 
Experience 

2-4 

Job Description Assists with the development and maintenance of the Enterprise Resource Planning (ERP) program. Customizes and 
configures workflow to allow the integration of client/server applications. Tests ERP layout to ensure the system is meeting 
corporate needs. May require a bachelor's degree. Familiar with standard concepts, practices, and procedures within a 
particular field. Relies on limited experience and judgment to plan and accomplish goals. Performs a variety of tasks. Works 
under general supervision. A certain degree of creativity and latitude is required. Typically reports to a supervisor or manager 

 
ERP Analyst 3  

Years of 
Experience 

4-6 

Job Description  
Assists with the development and maintenance of the Enterprise Resource Planning (ERP) program. 
Customizes and configures workflow to allow the integration of client/server applications. Tests ERP layout to 
ensure the system is meeting corporate needs. May require a bachelor's degree. Familiar with a variety of the 
field's concepts, practices, and procedures. Relies on extensive experience and judgment to plan and 
accomplish goals. Performs a variety of tasks. May lead and direct the work of others. A wide degree of creativity 
and latitude is expected. Typically reports to a supervisor or manager. 

 
ERP Analyst 4  

Years of 
Experience 

6-8 

Job Description  
Assists with the development and maintenance of the Enterprise Resource Planning (ERP) program. 
Customizes and configures workflow to allow the integration of client/server applications. Tests ERP layout to 
ensure the system is meeting corporate needs. May require a bachelor's degree. Familiar with a variety of the 
field's concepts, practices, and procedures. Relies on extensive experience and judgment to plan and 
accomplish goals. Performs a variety of tasks. May lead and direct the work of others. A wide degree of creativity 
and latitude is expected. Typically reports to a supervisor or manager. 

 
ERP Analyst 5  

Years of 
Experience 

8+ 

Job Description  
Assists with the development and maintenance of the Enterprise Resource Planning (ERP) program. 
Customizes and configures workflow to allow the integration of client/server applications. Tests ERP layout to 
ensure the system is meeting corporate needs. May require a bachelor's degree. Familiar with a variety of the 
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field's concepts, practices, and procedures. Relies on extensive experience and judgment to plan and 
accomplish goals. Performs a variety of tasks. May lead and direct the work of others. A wide degree of creativity 
and latitude is expected. Typically reports to a supervisor or manager. 

10. ERP Developer 
ERP Developer 1  

Years of 
Experience 

2-4 

Job Description Reviews, analyzes, and modifies the programming systems including encoding, testing, and debugging to 
support an organization's Enterprise Resource Planning (ERP) applications. Ensures that software can be 
completely integrated into the ERP system. Designs new modules to improve system efficiency. May require a 
bachelor's degree. Familiar with a variety of the field's concepts, practices, and procedures. Relies on 
experience and judgment to plan and accomplish goals. Performs a variety of tasks. A wide degree of creativity 
and latitude is expected. Typically reports to a supervisor or manager. 

 
ERP Developer 2  

Years of 
Experience 

4-6 

Job Description Reviews, analyzes, and modifies the programming systems including encoding, testing, and debugging to 
support an organization's Enterprise Resource Planning (ERP) applications. Ensures that software can be 
completely integrated into the ERP system. Designs new modules to improve system efficiency. May require a 
bachelor's degree. Familiar with a variety of the field's concepts, practices, and procedures. Relies on 
experience and judgment to plan and accomplish goals. Performs a variety of tasks.  A wide degree of creativity 
and latitude is expected. Typically reports to a supervisor or manager. 

 
ERP Developer 3  

Years of 
Experience 

6-8 

Job Description Reviews, analyzes, and modifies the programming systems including encoding, testing, and debugging to 
support an organization's Enterprise Resource Planning (ERP) applications. Ensures that software can be 
completely integrated into the ERP system. Designs new modules to improve system efficiency. May require a 
bachelor's degree. Familiar with a variety of the field's concepts, practices, and procedures. Relies on 
experience and judgment to plan and accomplish goals. Performs a variety of tasks. May lead and direct the 
work of others. A wide degree of creativity and latitude is expected. Typically reports to a supervisor or manager. 

 
ERP Developer 4  

Years of 
Experience 

8-10 
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Job Description Reviews, analyzes, and modifies the programming systems including encoding, testing, and debugging to 
support an organization's Enterprise Resource Planning (ERP) applications. Ensures that software can be 
completely integrated into the ERP system. Designs new modules to improve system efficiency. May require a 
bachelor's degree. Familiar with a variety of the field's concepts, practices, and procedures. Relies on 
experience and judgment to plan and accomplish goals. Performs a variety of tasks. May lead and direct the 
work of others. A wide degree of creativity and latitude is expected. Typically reports to a supervisor or manager. 

 
ERP Developer 5  

Years of 
Experience 

10+ 

Job Description Reviews, analyzes, and modifies the programming systems including encoding, testing, and debugging to 
support an organization's Enterprise Resource Planning (ERP) applications. Ensures that software can be 
completely integrated into the ERP system. Designs new modules to improve system efficiency. May require a 
bachelor's degree. Familiar with a variety of the field's concepts, practices, and procedures. Relies on 
experience and judgment to plan and accomplish goals. Performs a variety of tasks. May lead and direct the 
work of others. A wide degree of creativity and latitude is expected. Typically reports to a supervisor or manager. 

11. ERP Database Administration 
ERP Database 
Administrator 1 

 

Years of 
Experience 

1-3 

Job Description Administers, maintains, develops and implements policies and procedures for ensuring the security and integrity of the 
company’s Enterprise Resource Planning (ERP) database. Implements data models and database designs, data access and 
table maintenance codes; resolves ERP database performance issues, database capacity issues, replication, and other 
distributed data issues. May require a bachelor's degree. Familiar with standard concepts, practices, and procedures within a 
particular field. Relies on limited experience and judgment to plan and accomplish goals. Performs a variety of tasks. Works 
under general supervision; typically reports to a manager. A certain degree of creativity and latitude is required. 

 

ERP Database 
Administrator 2 

 

Years of 
Experience 

3-5 

Job Description Administers, maintains, develops and implements policies and procedures for ensuring the security and integrity 
of the company’s Enterprise Resource Planning (ERP) database. Implements data models and database 
designs, data access and table maintenance codes; resolves ERP database performance issues, database 
capacity issues, replication, and other distributed data issues. May require a bachelor's degree. Familiar with 
standard concepts, practices, and procedures within a particular field. Relies on experience and judgment to 
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plan and accomplish goals. Performs a variety of tasks. Works under general supervision; typically reports to a 
manager. A certain degree of creativity and latitude is required. 

 

ERP Database 
Administrator 3 

 

Years of 
Experience 

5-7 

Job Description Administers, maintains, develops and implements policies and procedures for ensuring the security and integrity 
of the company’s Enterprise Resource Planning (ERP) database. Implements data models and database 
designs, data access and table maintenance codes; resolves ERP database performance issues, database 
capacity issues, replication, and other distributed data issues. May require a bachelor's degree. Familiar with 
standard concepts, practices, and procedures within a particular field. Relies on experience and judgment to 
plan and accomplish goals. Performs a variety of tasks. Works under general supervision; typically reports to a 
manager. A certain degree of creativity and latitude is required. 

 

ERP Database 
Administrator 4 

 

Years of 
Experience 

7-10 

Job Description Administers, maintains, develops and implements policies and procedures for ensuring the security and integrity 
of the company’s Enterprise Resource Planning (ERP) database. Implements data models and database 
designs, data access and table maintenance codes; resolves ERP database performance issues, database 
capacity issues, replication, and other distributed data issues. May require a bachelor's degree. Familiar with 
standard concepts, practices, and procedures within a particular field. Relies on extensive experience and 
judgment to plan and accomplish goals. Performs a variety of tasks. Works under general supervision; typically 
reports to a manager. A certain degree of creativity and latitude is required. 

 

ERP Database 
Administrator 5 

 

Years of 
Experience 

10+ 

Job Description Administers, maintains, develops and implements policies and procedures for ensuring the security and integrity 
of the company’s Enterprise Resource Planning (ERP)  database. Implements data models and database 
designs, data access and table maintenance codes; resolves ERP database performance issues, database 
capacity issues, replication, and other distributed data issues. May require a bachelor's degree. Familiar with 
standard concepts, practices, and procedures within a particular field. Relies on extensive experience and 
judgment to plan and accomplish goals. Performs a variety of tasks. Works under general supervision; typically 
reports to a manager. A certain degree of creativity and latitude is required. 
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12. ERP Project Manager 
ERP Project 
Manager 1 

 

Years of 
Experience 

1-7  

Job Description Develops, plans, and implements the Enterprise Resource Planning (ERP) system. Follows standard project 
management industry practices such as the PMI's framework. Understands business and technical objectives of 
a project and works closely with project sponsor. Creates project charter and work plan and tracks budget and 
schedule progress via appropriate metrics. Establishes project organization and methodologies and defines 
roles and responsibilities. Documents risks and develops mitigation plans. Manages scope. Creates and 
implements a communication plan. Builds an effective team, assigns tasks to team members, and evaluates 
outcomes. Negotiates resources. Communicates to stakeholders and project sponsor. Identifies, tracks, and 
ensures resolution of issues and removal of barriers. Provides technical support to project team members. 
Handles complex application features and technical designs. Designs and implements the components required 
for complex application features. Generally manages a group of applications system analysts. Relies on 
experience and judgment to plan and accomplish goals. Professional certification is highly desirable. May 
require specific PC, workstation, operating system, application or platform skills. Provides overall direction to the 
formulation, development, implementation, and delivery of a project. Exercises management responsibility over 
the achievement of performance, revenue, and profit objectives of a project and its contracts. Ensures that the 
project plan maintains tasks, schedules, estimates, and status, and disseminates information to team members 
and customers. Creates a structure and organization for the management of a complex environment with 
emphasis on quality, productivity, and consistency. Directs corrective actions in any area where performance 
falls below objectives. Arranges for the assignment of responsibility to other supporting facilities, business areas, 
and support functions, and monitors their performance. Self-directed and independent. Responsible for the 
coordination and completion of projects. Oversees all aspects of projects. Sets deadlines, assigns 
responsibilities, and monitors and summarizes progress of project. Prepares reports for upper management 
regarding status of project. Project Managers are required to be qualified under the Commonwealth of Virginia 
Qualification Standards for IT Project Managers. 
http://www.vita.virginia.gov/oversight/projects/default.aspx?id=589 

 

ERP Project 
Manager 2 

 

Years of 
Experience 

8-10 

Job Description Develops, plans, and implements the Enterprise Resource Planning (ERP) system. Follows standard project 
management industry practices such as the PMI's framework. Understands business and technical objectives of 
a project and works closely with project sponsor. Creates project charter and work plan and tracks budget and 
schedule progress via appropriate metrics. Establishes project organization and methodologies and defines 
roles and responsibilities. Documents risks and develops mitigation plans. Manages scope. Creates and 
implements a communication plan. Builds an effective team, assigns tasks to team members, and evaluates 
outcomes. Negotiates resources. Communicates to stakeholders and project sponsor. Identifies, tracks, and 
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ensures resolution of issues and removal of barriers. Provides technical support to project team members. 
Handles complex application features and technical designs. Designs and implements the components required 
for complex application features. Generally manages a group of applications system analysts. Relies on 
experience and judgment to plan and accomplish goals. Professional certification is highly desirable. May 
require specific PC, workstation, operating system, application or platform skills. Provides overall direction to the 
formulation, development, implementation, and delivery of a project. Exercises management responsibility over 
the achievement of performance, revenue, and profit objectives of a project and its contracts. Ensures that the 
project plan maintains tasks, schedules, estimates, and status, and disseminates information to team members 
and customers. Creates a structure and organization for the management of a complex environment with 
emphasis on quality, productivity, and consistency. Directs corrective actions in any area where performance 
falls below objectives. Arranges for the assignment of responsibility to other supporting facilities, business areas, 
and support functions, and monitors their performance. Self-directed and independent. Responsible for the 
coordination and completion of projects. Oversees all aspects of projects. Sets deadlines, assigns 
responsibilities, and monitors and summarizes progress of project. Prepares reports for upper management 
regarding status of project. Project Managers are required to be qualified under the Commonwealth of Virginia 
Qualification Standards for IT Project Managers. 
http://www.vita.virginia.gov/oversight/projects/default.aspx?id=589 

 

ERP Project 
Manager 3 

 

Years of 
Experience 

11+ 

Job Description Develops, plans, and implements the Enterprise Resource Planning (ERP) system. Follows standard project 
management industry practices such as the PMI's framework. Understands business and technical objectives of 
a project and works closely with project sponsor. Creates project charter and work plan and tracks budget and 
schedule progress via appropriate metrics. Establishes project organization and methodologies and defines 
roles and responsibilities. Documents risks and develops mitigation plans. Manages scope. Creates and 
implements a communication plan. Builds an effective team, assigns tasks to team members, and evaluates 
outcomes. Negotiates resources. Communicates to stakeholders and project sponsor. Identifies, tracks, and 
ensures resolution of issues and removal of barriers. Provides technical support to project team members. 
Handles complex application features and technical designs. Designs and implements the components required 
for complex application features. Generally manages a group of applications system analysts. Relies on 
experience and judgment to plan and accomplish goals. Professional certification is highly desirable. May 
require specific PC, workstation, operating system, application or platform skills. Provides overall direction to the 
formulation, development, implementation, and delivery of a project. Exercises management responsibility over 
the achievement of performance, revenue, and profit objectives of a project and its contracts. Ensures that the 
project plan maintains tasks, schedules, estimates, and status, and disseminates information to team members 
and customers. Creates a structure and organization for the management of a complex environment with 
emphasis on quality, productivity, and consistency. Directs corrective actions in any area where performance 
falls below objectives. Arranges for the assignment of responsibility to other supporting facilities, business areas, 
and support functions, and monitors their performance. Self-directed and independent. Responsible for the 
coordination and completion of projects. Oversees all aspects of projects. Sets deadlines, assigns 
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responsibilities, and monitors and summarizes progress of project. Prepares reports for upper management 
regarding status of project. Project Managers are required to be qualified under the Commonwealth of Virginia 
Qualification Standards for IT Project Managers. 
http://www.vita.virginia.gov/oversight/projects/default.aspx?id=589 

13. Geospatial Projects Manager 
Geospatial 
Projects Manager 

 

Years of 
Experience 

A minimum of three years of professional experience is required in Geographical Information System (GIS), cartography, 
CADD, or a related field. A minimum of three years of professional experience as a project manager for geospatial projects is 
required. 

Job Description Lead and direct cross-functional teams to deliver complex geospatial projects within the constraints of schedule, budget and 
scope. Assess desired outcomes and identify user requirements and needs. Design geospatial solutions, including geo-
database schema, system requirements, system configuration and application functional requirements. Develop and obtain 
approval of project plans according to accepted practices and procedures. Integrate resources and develop additional 
resources to facilitate, manage and execute geospatial projects. Facilitate stakeholder communications, project reporting, and 
project oversight. Manage project closeout and the development of operations and support plans for geospatial data and 
application maintenance. Provide technical oversight and develop standards for geospatial data and applications. 

14. Geographic Information System Analyst 
Geographic 
Information 
System Analyst 

 

Years of 
Experience 

A minimum of two years of professional experience is required in GIS, cartography, CADD, or a related field. 

Job Description Write programs and develop user interfaces, menus, and macro-level commands to meet user needs in addition to performing 
complex spatial analyses and producing reports according to customer specifications. Assist in the development of geographic 
information systems that create, maintain, or leverage geospatial basemap information.  Conduct geographic information 
system (GIS) program activities, utilizing GIS hardware and software to produce maps, spatial databases and thematic data 
(such as wetlands, road centerlines, cadastre, and historic sites). Create, adjust, correct, convert and distribute base maps and 
thematic data. Digitize and maintain spatial databases; document procedures, validate data for accuracy and completeness, 
complete approved metadata forms and produce maps of the resulting information. Evaluate information and data from outside 
sources to determine the quality of the data.  Act as a “consultant” to internal customers during their use, development and 
quality assessment of spatial databases.  
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15. Geographic Information System Specialist 1 
Geographic 
Information 
System Specialist 
1 

 

Years of 
Experience 

Two (2) years of professional experience is required in GIS, cartography, CADD, or a related field. 

Job Description Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to produce maps, spatial 
databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites) in addition to performing simple 
spatial analyses. Assist in the development of geographic information systems that create, maintain, or leverage geospatial 
base-map information. Create, adjust, correct, convert and distribute base maps and thematic data. Digitize and maintain 
spatial databases; document procedures, validate data for accuracy and completeness, complete approved metadata forms 
and produce maps of the resulting information. Evaluate information and data from outside sources to determine the quality of 
the data.  Act as a “consultant” to internal customers during their use, development and quality assessment of spatial 
databases.  

 

16. Geographic Information System Specialist 2 
Geographic 
Information 
System Specialist 
2 

 

Years of 
Experience 

3-4 years of experience in the field or in a related area. 

Job Description Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to produce maps, spatial 
databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites) in addition to performing simple 
spatial analyses. Assist in the development of geographic information systems that create, maintain, or leverage geospatial 
base-map information. Create, adjust, correct, convert and distribute base maps and thematic data. Digitize and maintain 
spatial databases; document procedures, validate data for accuracy and completeness, complete approved metadata forms 
and produce maps of the resulting information. Evaluate information and data from outside sources to determine the quality of 
the data.  Act as a “consultant” to internal customers during their use, development and quality assessment of spatial 
databases.  

17. Geographic Information System Technician Trainee 
Geographic 
Information 
System 
Technician 
Trainee 
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Years of 
Experience 

One year of professional experience related to GIS, cartography, CADD, or a related field, or a minimum of six undergraduate 
credit hours in GIS, cartography or CADD. 

Job Description Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to produce maps, spatial 
databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites). Create, adjust, correct, convert 
and distribute base maps and thematic data. Digitize and maintain spatial databases; document procedures, validate data for 
accuracy and completeness, complete approved metadata forms and produce maps of the resulting information. Evaluate 
information and data from outside sources to determine the quality of the data. 

18. Geographic Information System Technician I 
Geographic 
Information 
System 
Technician I 

 

Years of 
Experience 

A minimum of two (2) years of successful experience at the equivalent of the GIS Trainee level. 

Job Description Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to produce maps, spatial 
databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites). Create, adjust, correct, convert 
and distribute base maps and thematic data. Digitize and maintain spatial databases; document procedures, validate data for 
accuracy and completeness, complete approved metadata and produce maps of the resulting information. Evaluate 
information and data from outside sources to determine the quality of the data.  

19. Geographic Information System Technician II 
Geographic 
Information 
System 
Technician II 

 

Years of 
Experience 

A minimum of three (3) years of professional experience in GIS, cartography, CADD, or a related field. 

Job Description Perform specialized technical work in support of complex GIS applications. Implement geo-databases, establish recovery 
plans, and monitor geo-database performance. Write programs and develop user interfaces, menus, and macro-level 
commands to meet user needs in addition to performing simple spatial analyses and producing reports according to customer 
specifications. Assist in the development of geographic information systems that create, maintain, or leverage geospatial base-
map information. Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to 
produce maps, spatial databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites). Create, 
adjust, correct, convert and distribute base maps and thematic data. Digitize and maintain spatial databases; document 
procedures, validate data for accuracy and completeness, complete approved metadata and produce maps of the resulting 
information. Evaluate information and data from outside sources to determine the quality of the data.  Act as a “consultant” to 
internal customers during their use, development and quality assessment of spatial databases. 
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20. Geographic Information System Technician III 
Geographic 
Information 
System 
Technician III 

 

Years of 
Experience 

A minimum of four (4) years of professional experience in GIS, cartography, CADD, or a related field. 

Job Description Perform specialized technical work in support of complex GIS applications. Implement geo-databases, establish recovery 
plans, and monitor geo-database performance. Write programs and develop user interfaces, menus, and macro-level 
commands to meet user needs in addition to performing simple spatial analyses and producing reports according to customer 
specifications. Assist in the development of geographic information systems that create, maintain, or leverage geospatial base-
map information. Conduct geographic information system (GIS) program activities, utilizing GIS hardware and software to 
produce maps, spatial databases and thematic data (such as wetlands, road centerlines, cadastre, and historic sites). Create, 
adjust, correct, convert and distribute base maps and thematic data. Digitize and maintain spatial databases; document 
procedures, validate data for accuracy and completeness, complete approved metadata and produce maps of the resulting 
information. Evaluate information and data from outside sources to determine the quality of the data.  Act as a “consultant” to 
internal customers during their use, development and quality assessment of spatial databases. 

21. Graphic Designer 
 

Graphic Designer 
1 

 

Years of 
Experience 

Less than five years industry experience. 

Job Description Ability to assemble and create images for use with electronic and print publishing. Strong understanding of visual identifies and 
application of logos and identity marks. 

 
Graphic Designer 
2 

 

Years of 
Experience 

5-7 years industry experience. 

Job Description Advanced experience in the use of various design software and technologies; advanced understanding of electronic design 
standards and techniques. 
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22. Mobile Specialist 
• The Mobile Specialist serves in many capacities, including Developer, Engineer, Technical Architect, and Analyst for Mobile Projects.  The 

Mobile Specialist often guides and mentors the technical team in all phases of the SDLC including requirement validation, detail design, 
development, and implementation. 
 

Mobile Specialist  

Years of 
Experience 

4 year college degree or equivalent technical study. 

Job Description • Serves as the Designer, Developer and/or Engineer on Mobile Projects. 
• Meets with end users and technical staff of all types to gather business and system requirements 
• Develops and/or engineers user interface, service tier, data tier components, infrastructure or security for Mobile Projects. 
• Develops standards, repeatable processes,  and reusable components  
• Assists in project planning, including developing of timelines, composition of technical teams, and leveling of resources. 
• Mentors technical team leads and team members on Department processes and standards to promote consistency and 

improve productivity.   
• Assists in the development and review of technical deliverables on projects. 

 

23. Website Developer 
 

Website 
Developer 1 

 

Years of 
Experience 

Five years industry experience. 

Job Description Perform specialized programming and technical work for website and Internet development. 

 
Website 
Developer 2 

 

Years of 
Experience 

5-7 years industry experience. 

Job Description Perform advanced programming and technical development for website and Internet development 

24. Webmaster 
 

Webmaster 1  
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Years of 
Experience 

Five years industry experience. 

Job Description Experience maintaining multiple websites. Responsibilities include publishing, examining traffic patterns and transactions, and 
maintaining usability standards. 

 
Webmaster 2  

Years of 
Experience 

More than five years of industry experience. 

Job Description Advanced experience maintaining multiple websites; examining traffic patterns and transactions; testing for multiple 
platforms; maintaining usability standards and security standards as they relate to the sites; and the ability to coordinate 
among content managers and developers. 

CUSTOMER/TECHNICAL SUPPORT 

25. Help Desk 

• Provide technical assistance to computer system users on a variety of issues. Identifies, researches, and resolves technical problems. 
Responds to telephone calls, email and personnel requests for technical support. Documents, tracks, and monitors the problem to ensure 
a timely resolution. Has knowledge of commonly used concepts, practices, and procedures within a particular field. Answer questions or 
resolve computer problems for clients in person, via telephone or from remote location. May provide assistance concerning the use of 
computer hardware and software, including printing, installation, word processing, electronic mail, and operating systems.  

• Provide service and preventive maintenance activities on terminals, printers, personal computers, etc. Basic knowledge of 
electrical/mechanical principles and basic electronics. Read and comprehend technical service manuals and publications. Knowledge of 
basic mathematics to read and understand various gauges, meters, and measurement devices. Able to diagnose and repair products by 
replacing worn or broken parts, and making technical adjustments. Makes appropriate use of reference publications and diagnostic aids in 
resolving technical problems. Strong communication skills.  

• Assist in coordination of changes, upgrades and new products, ensuring systems shall operate correctly in current and future environment. 
Provide accurate and complete answers to general use and administrative environment questions in a timely manner. Implement shared 
software, such as operating systems, configuration management tools, application and development tools, testing tools, compilers, and 
code editors. Communicate accurate and useful status updates. Manage and report time spent on all work activities. Ability to work in a 
team environment. 

 

 

Help Desk 1  

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
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established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Help Desk 2  

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Help Desk 3  

Years of 
Experience 

8 or more years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

26. Technical Support 

• Maintains, analyzes, troubleshoots, and repairs computer systems, hardware, and computer peripherals. Documents, maintains, upgrades 
or replaces hardware and software systems. Supports and maintains user account information including rights, security, and systems 
groups. Performs basic operation, monitoring, installation, trouble shooting, relocations, or maintenance of communications equipment. 
Identifies and resolves basic communications problems. Prepares or assists in the preparation of service record documentation. Shows 
awareness of standards and regulatory requirements related to assigned tasks.  

• Assists in monitoring and providing assistance on the use and interface of systems, subsystems, and software applications. May be 
responsible for accessing data from and transferring data to various local, state, or federal databases. May assist in the review and 
recommendation of the procurement and inventory of information resources hardware or software. May write and update personal 
computer and mainframe application programs. Experience in automated data processing systems. Knowledge of the practices, principles, 
and techniques of computer operations, of information systems, of computer software and hardware, and of information security policies 
and procedures. Skill in the use and support of personal computers, in the use of applicable programs and systems, and in 
troubleshooting information systems. Ability to operate information technology systems, to communicate effectively, and to train others.  

• Provides assistance in the design, development, and maintenance of various system applications. Provides technical assistance and 
support for applications and hardware problems. Installs, maintains, moves, and assists in testing and upgrading new and existing 
hardware/software. Reviews and recommends procurement of information technology equipment. Maintains the necessary security 
controls over software. Makes presentations and briefings for training sessions. Prepares briefings, reports, and evaluations on system 
efficiency and utilization. May be responsible for accessing data from and transferring data to various local, state, or federal databases.  

• Installs, maintains, moves, and assists in testing and upgrading new and existing hardware and software. Reviews and recommends 
procurement of information technology equipment. Maintains the necessary security controls over software. Develops procedure manuals. 
Develops and makes presentations and briefings for training sessions. Prepares briefings, reports, and evaluations on systems efficiency 
and utilization. May supervise the work of others. 
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Technical 
Support 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Technical 
Support 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Technical 
Support 3 

 

Years of 
Experience 

8 or more years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

27. Infrastructure Solutions Architect 

• Must be proficient at the techniques that go into the formulation of architectures, including requirements discovery and analysis, 
application of abstraction, formulation of solution context, solution alternatives identification and assessment, technology selection, and 
architectural configuration.  Extensive understanding and experience in technology areas for Mainframe and Distributed platforms, 
networking, databases, High Availability/Disaster Recovery, and IT security.    

• Ability to work closely with client/application architects, senior managers, and project managers to design and assist with the 
implementation of the solutions infrastructure related components. Demonstrated ability to work independently and complete assigned 
project responsibilities under limited supervision. Experience and skills in prevailing industry architecture and engineering methodologies 
such as ITIL.  Knowledge of and experience with a broad range of application servers, web servers, messaging servers, database servers, 
and related technologies. Able to analyze business requirements and define solutions to address complex business needs. Experience in 
web infrastructure design and operations including IP, HTTP, HTTPS, FTP, load balancing, clustering, failover, monitoring, diagnostics, 
performance tuning, etc.  Possess high aptitude for problem-solving and trouble-shooting.   

Infrastructure 
Architect 1 
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Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Infrastructure 
Architect 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Infrastructure 
Architect 3 

 

Years of 
Experience 

8 or more years of experience in the field.  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 
Infrastructure 
Architect 4 

 

Years of 
Experience 

10-12 years of experience. 

Job Description Advanced experience in architecting infrastructure solutions including proven experience with infrastructure integration. 

 
Infrastructure 
Architect 5 

 

Years of 
Experience 

12 or more years of experience in the field. 

Job Description Includes descriptions detailed earlier as well as experience in architecting advanced infrastructure solutions which may not be 
widely used or are new to the industry, including the ability to mentor other staff in the use of the specialty technologies and 
make recommendations on the use of the specialty technologies and integration within the organization’s architecture. 
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28. System Administrator 

• The System Administrator (SA) is responsible for effective provisioning, installation/configuration, operation, and maintenance of computer 
hardware and software and related infrastructure. This individual participates in technical research and development to enable continuing 
innovation within the infrastructure. This individual ensures that system hardware, operating systems, software systems, and related 
procedures adhere to Commonwealth policies, standards, and guidelines.  Responsibilities include systems administration engineering 
and provisioning, operations and support, maintenance and research and development to ensure continual innovation.  Install new / 
rebuild existing servers and configure hardware, peripherals, services, settings, directories, storage, etc. in accordance with standards and 
project/operational requirements.  Perform daily system monitoring, verifying the integrity and availability of all hardware, server resources, 
systems and key processes, reviewing system and application logs, and verifying completion of scheduled jobs such as backups.  Perform 
regular security monitoring to identify any possible intrusions.  Perform daily backup operations, ensuring all required file systems and 
system data are successfully backed up to the appropriate media, recovery tapes or disks are created, and media is recycled and sent off 
site as necessary.  Perform regular file archival and purge as necessary.  Create, change, and delete user accounts per request.   Provide 
Tier III/other support per request from various constituencies.  Investigate and troubleshoot issues.  Diagnose and recover from hardware 
or software failures.  Coordinate and communicate with impacted constituencies.  Apply OS patches and upgrades on a regular basis, and 
upgrade administrative tools and utilities. Configure / add new services as necessary.   Upgrade and configure system software that 
supports GIS infrastructure applications or Asset Management applications per project or operational needs.  Maintain operational, 
configuration, or other procedures.  Perform periodic performance reporting to support capacity planning.   Perform ongoing performance 
tuning, hardware upgrades, and resource optimization as required.  Configure CPU, memory, and disk partitions as required.  Maintain 
data center environmental and monitoring equipment.  Apply OS patches and upgrades on a regular basis, and upgrade administrative 
tools and utilities. Configure / add new services as necessary.   Upgrade and configure system software or Asset Management 
applications per project or operational needs.  Maintain operational, configuration, or other procedures.  Perform periodic performance 
reporting to support capacity planning. Perform ongoing performance tuning, hardware upgrades, and resource optimization as 
required.  Configure CPU, memory, and disk partitions as required.  

System 
Administrator 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
System 
Administrator 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 
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System 
Administrator 3 

 

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

DATA MANAGEMENT 

29. Database Architect 

• Designs and builds relational databases. Develops strategies for data acquisitions, archive recovery, and implementation of a database. 
Must be able to design, develop and manipulate database management systems, data warehouses and multidimensional databases. 
Requires a depth and breadth of database knowledge that shall help with formal design of relational databases and provides insight into 
strategic data manipulation. Responsible for making sure an organization's strategic goals are optimized through the use of enterprise 
data standards. This frequently involves creating and maintaining a centralized registry of metadata.  Capable of performing the role of a 
database administrator, if needed. 

Database 
Architect 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Database 
Architect 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Database 
Architect 3 

 

Years of 
Experience 

8-11 years of experience in the field or in a related area.   
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Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Database 
Architect 4 

 

Years of 
Experience 

12 or more years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

30. Data Warehouse Architect 

• Designs, implements and supports data warehousing. Implements business rules via stored procedures, middleware, or other 
technologies. Defines user interfaces and functional specifications. Responsible for verifying accuracy of data, and the maintenance and 
support of the data warehouse. Knowledge of data warehouse end-to-end implementation processes, from business requirement logical 
modeling, physical database design, ETL, end-user tools, database, SQL, performance tuning. Demonstrated problem resolution skills 
with team of persons, and strong leadership with implementation team Experience in data warehouse design and data modeling (both 
relational and dimensional) and development and maintenance of multi-dimensional data models. Development experience in 
implementation of data warehousing utilizing RDBMS. Understanding of data warehouse Metadata concepts, tools and different data 
warehouse methodologies. Expertise in SQL and proficiency in database tuning techniques. Responsible for the ongoing architecture and 
design of the data warehouse, data mart, and reporting environments. Develop strategies for flexibility and scalability, and define the 
future technical architecture direction for the business intelligence reporting physical environment.  

• Responsible for proper selection of appropriate hardware, software, tools and system lifecycle techniques for the different components of 
the end-to-end data warehouse architecture including ETL, metadata, data profiling software, database platform, performance monitoring, 
reporting and analytic tools. Defining and documenting the technical architecture of the data warehouse, including the physical 
components and their functionality. Setting or enforcing standards and overall architecture for data warehouse systems. Monitoring the 
data warehousing industry and assisting in establishing the organization's data warehousing strategy and section of strategic warehousing 
tools and techniques. Ensuring compatibility of the different components of the DW architecture and ensuring alignment with broader IT 
strategies and goals. Ability to educate the project teams on the standards and architecture of each component of the data warehouse 
architecture. Very strong written and oral communication skills, including some presentation skills. 

Data Warehouse 
Architect 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 
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Data Warehouse  
Architect 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Data Warehouse  
Architect 3 

 

Years of 
Experience 

8 or more years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

31. Database Administrator 

• Responsible for data analysis and database management. Involved in maintenance, enhancement, designing of data dictionaries, physical 
and logical database models, and performance tuning. Knowledge of the utilities and production tools used for data storage management 
to support the Application Team. Coordinates physical changes to computer databases; codes, tests, and implements physical database, 
applying knowledge of data base management system. Designs logical and physical databases reviews description of changes to 
database design to understand how changes to be made affect physical data base (how data is stored in terms of physical characteristics, 
such as location, amount of space, and access method).  

• Establishes physical database parameters. Uses structured query language (SQL) to define database objects using database definition 
language (DDL) and control access to database objects using data control language (DCL).  Language descriptions and specifies 
identifiers of database to database management system or directs others in coding database descriptions. Calculates optimum values for 
database parameters, such as amount of computer memory to be used by database, following manuals and using calculator. Specifies 
user access level for each segment of one or more data items, such as insert, replace, retrieve, or delete data. Specifies which users can 
access data bases and what data can be accessed by user. Tests and corrects errors, and refines changes to database.  

• Enters SQL to create production data base. Uses database utility programs and 3rd party utilities to monitor database performance, such 
as distribution of records and amount of available memory. Directs programmers and analysts to make changes to data base 
management system. Reviews and corrects programs. Answers user questions. Confers with coworkers to determine impact of data base 
changes on other systems and staff cost for making changes to data base. Modifies data base programs to increase processing 
performance, referred to as performance tuning. Workers typically specialize in one or more types of data base management systems. 
Providing assistance in the planning, development, maintenance, and monitoring of integrated database systems, and ensuring that the 
conceptual and design phases of new applications are consistent with the structural parameters within the database environment.  

• Evaluates users' requests for new data elements and systems, incorporates them into the existing shared data environment, and provides 
technical assistance. Coordinates the use of data to ensure data integrity and control redundancy, loads databases, and reorganizes as 
needed. Performs data modeling and prototyping. Performs logical and physical data modeling, designs relational database models, and 
creates physical data models from logical data models. Performs security recovery procedures. Determines and implements database 
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search strategies and storage requirements. Maintains data dictionary ensuring uniformity of definitions and sets standards for use of data 
dictionary. Monitors database performance and recommends efficiency improvements. Creates test database environment for applications 
section, including the creation of necessary libraries and procedures.  

• Executes the procedures necessary to save, retrieve, and recover databases from hardware and software failures within established 
procedures. Assists with determining, implementing, and enhancing standards on database security and with monitoring agency disaster 
recovery procedures and systems. Assists with the installation of database software and with analyzing, designing, and implementing 
databases. Assists in benchmarking and threshold testing of databases and with establishing and controlling necessary database security. 
Assists in the selection of database management software. Experience in computer systems analysis or computer programming work.  

• Knowledge of the principles, practices, and techniques of computer programming and systems design; of computer operations, systems, 
and procedures; of project control and cost estimating techniques; of computer programming languages; of data processing flowcharting 
techniques; of database structures and theories; and of current database technologies.  

Database 
Administrator 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Database 
Administrator 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Database 
Administrator 3 

 

Years of 
Experience 

8-11 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

Database 
Administrator 4 
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Years of 
Experience 

12 - 14 years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 
Database 
Administrator 5 

 

Years of 
Experience 

15 or more years of experience in the field  

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 

GOVERNANCE 

32.    IT Procurement Analyst 
• Considerable knowledge of principles and practices of IT procurement including automated procurement systems and tools, budget 

monitoring/maintenance, file and records management, statistical report development, and related bookkeeping/governmental 
accounting/fiscal procedures.  

• Effective oral and written communication skills; strong computer skills including a high level of proficiency with MS Office, databases, 
spreadsheets, and automated financial systems; proven ability to maintain divisional inventory and to establish effective working 
relationships with both internal and external vendors and personnel.  

• Demonstrated ability to analyze data, develop statistical reports, reconcile records, and provide customer service at all levels; significant 
experience in IT procurement including, but not limited to, software and hardware licenses; experience administering state contracts in 
eVA or equivalent automated systems  

• Degree in information technology, business, a related field, or an equivalent combination of education and/or training/experience; 
demonstrated competencies in customer service, problem solving, organizational and negotiation skills.   

IT Procurement 
Analyst 

 

Years of 
Experience 

A minimum of four years of experience required in the following areas; IT procurement experience, purchasing of 
software/hardware, negotiation. A minimum of two years of experience required in problem solving. A minimum of four years of 
experience in an accounting-related field highly desired. 

Job Description Will be responsible for a wide range of information technology procurements including IT goods and services through a variety 
of purchasing options; follows procurement guidelines, selects appropriate procurement method, processes and maintains 
procurement requests and invoices through automated accounting systems; reconciles vendor inquiries and discrepancies; 
participates in pre-bid conferences as needed.  Will also perform administrative and fiscal tasks, accounts payable and 
receivable, and IT software inventory; will compile financial data and review/analyze for budget formulation; develop and 
maintain numerous fiscal and/or procurement related spreadsheets; and perform related functions as required.  Knowledge of 
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the Virginia Procurement Act and the eVA system very helpful. 

 

33.    IT Governance Analyst 
• Works within IT Project Governance to provide oversight, direction and guidance/consultation for IT projects from project request 

submission through project close-out and post-implementation review.   As a governance liaison, works with project managers to ensure 
all aspects of project management disciplines and ensures compliance with agency specific and Commonwealth project management and 
project governance policies, procedures, standards and guidelines have been followed. Reviews and validates project deliverables to 
ensure information accuracy, thoroughness, completeness and compliance.  Ensures all projects have a valid project plan that maintains 
scope, tasks, schedules, estimates, and status, and that information is accurately disseminated to IT management. Directs corrective 
actions in any area where performance falls below objectives.  

• Assists with the development, promulgation, implementation and regular updates of IT Project Management and Systems Development 
standards, policies, and guidelines and any other governance policies and procedures needed for the overall IT governance framework.  
Ensures compliance with all policies and procedures in the execution of technology projects. Monitor the progress of technology projects 
and provide quick and accurate responses to IT Management as to status, issues and risks of those projects. Serve as liaison between IT 
management, project managers and VITA. Monitor and support the management of the division's technology portfolio comprised of 
projects, systems, data and tools. Provide mentoring, coaching, training and on-boarding for project managers in the areas of project 
management tools, standards, policies, and procedures. Train and mentor new members of the IT Project Governance team as needed. 

• Initiate and  conduct  ongoing and regular IT Policy, Process, Procedure, and Standard reviews to ensure technology and governance 
best practices are incorporated  into the agency’s set of procedures and improve business and IT compliance with legislative and 
regulatory policies which impact IT deliverables. Assist in the preparation of reports and materials for regularly scheduled project and 
program portfolio reviews with IT CIO, IT Managers and PM’s.  

IT Governance 
Analyst  

 

Years of 
Experience 

10 years of experience in the field 

Job Description Ensure projects have adequate project management and oversight structures and processes that will enable the success of 
the project. Verifies and validates project status reports.  Assists with the training and implementation of new agency and/or 
COV project policies, standards, guidelines and procedures introduced. Assists with assessment of project management 
training needs, schedules classes as needed, or provides one on one project consulting. Reviews project documentation 
including project initiation documents such as the project charter, budget, schedule, cost benefit analysis, etc. throughout the 
project lifecycle until the end of the project including the project closeout report. Recommends approval of documents to AITR 
and Director.   Attends project review and steering committee meetings for all projects for which he or she is governance 
liaison. 
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IT MANAGEMENT SERVICES 

34. Business Continuity Planner 
Business 
Continuity 
Planner 

 

Years of 
Experience 

5 or more years 

Job Description Provides specialized expertise in business continuity planning, project management and problem analysis and resolution.  
Participates in major project assignments to:  assist business partners in resolving business issues related to work area 
(business function), recovery planning and recovery plan development / enhancements.  Capitalizes on business opportunities 
to refine processes to mitigate exposure during disruptions of service, and possibly, improve day-to-day operations. Facilitates 
and coordinates the development of work area (business function) business continuity plans for business units.  
Responsibilities include, but are not limited to, the following:  assist business units with assessment of potential business 
impact, definition of critical, time-sensitive functions, design, development, and documentation of business continuity plans, 
recommend recovery strategies and options, and assist with the implementation of recovery solutions, coordinate business 
continuity plan exercises, develop schedules for training / awareness for business partner associates, coordinate development 
of business unit schedules for annual business continuity documentation maintenance and update, exercises, and 
independent review and validation, report the business continuity status of business units to senior management, provide 
expertise and support to management and business functional areas, as requested, when a disruption occurs. 

 

35. Business Process Reengineering 
Business 
Process 
Reengineering 

 

Years of 
Experience 

5 or more years 

Job Description This position applies process improvement and re-engineering methodologies and principles to conduct process modernization 
projects.  Additional duties may include activity and data modeling, developing modern business methods, identifying best 
practices, and creating and assessing performance measurements.  Providing group facilitation, interviewing, training, and 
provides additional forms of knowledge transfer.  Serves as a key coordinator between multiple project teams to ensure 
enterprise wide integration of re-engineering efforts.  

Additional Responsibilities: Design workflow for purchasing software, collect and analyze statistics/metrics for software 
purchases, identify gaps in all associated processes and risks, establish memorandum of understanding (MOU’s) where 
required, maintain SOP's for all processes, and support the client at customer meetings. 
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36. Enterprise Architect 
Enterprise 
Architect 

 

Years of 
Experience 

5 or more years 

Job Description This position works across Application Development, Service Delivery and Infrastructure to identify, research, discuss, design, 
and implement key enterprise architecture standards. Other responsibilities include: Research, design, document, build, and 
pilot prioritized topics for standards.  Manage the list of potential standards and work with the application development 
management to prioritize efforts.  Work closely with Development, Infrastructure, and Service Delivery teams to understand 
their needs and ensure the best enterprise standard is implemented. Work closely with development teams to pilot and prove 
out the standard. Drive the identification, development and implementation of key new standards in areas such as:, 
Performance Testing, Security, Event Management, Web UI Framework, .NET Design Standards, Application To Application 
Communication, Caching, etc. Propose new enterprise standards based on business need, IT need and technology advances. 
Assist development teams to implement the standards into business applications. Investigate new technology and techniques 
that should be developed into an agency enterprise architecture standard.  

Lead key enterprise architectural design projects as necessary. Operate as business savvy technical leader across the 
organization. Influence development teams to design high-quality technical solutions that fit the Enterprise Architecture and 
standards.  Educate application development managers, developers, and business analyst on Commonwealth Enterprise 
Architecture Standards.  

 
 
 

37. IT Strategist 
IT Strategist  

Years of 
Experience 

5 or more years 

Job Description Supports top management in IT strategy formulation, IT strategic plans execution, strategic process improvements, and communication of IT 
strategies to all stakeholders.  Analyze business performance, industry trends, existing or new regulatory requirements and their impact on 
IT operations; make recommendations on alternative courses of action, including risk assessment, capital investment, and acquisitions 
needed to align IT strategy with agency strategic plan.  Requires advanced knowledge of strategic planning concepts and frameworks, 
business issues and concepts, research methodology, general management and financial analysis.  Additionally, requires good interaction 
skills with senior management, with ability to articulate and defend recommendations made. 
 

38. IT Auditor 
IT Auditor 1  

Years of 
Experience 

0-2 years 



Exhibit D: Job Titles and Descriptions 
 

Page 39 of 50 

Job Description Audits information systems, platforms, and operating procedures in accordance with established corporate 
standards for efficiency, accuracy and security. Evaluates IT infrastructure in terms of risk to the organization 
and establishes controls to mitigate loss. Determines and recommends improvements in current risk 
management controls and implementation of system changes or upgrades. May require a bachelor's degree. 
Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on 
instructions and pre-established guidelines to perform the functions of the job. Works under immediate 
supervision. Primary job functions do not typically require exercising independent judgment. Typically reports to 
a supervisor or manager. 

 

IT Auditor 2  

Years of 
Experience 

2-4 years 

Job Description Audits information systems, platforms, and operating procedures in accordance with established corporate 
standards for efficiency, accuracy and security. Evaluates IT infrastructure in terms of risk to the organization 
and establishes controls to mitigate loss. Determines and recommends improvements in current risk 
management controls and implementation of system changes or upgrades. May require a bachelor's degree. 
Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on 
instructions and pre-established guidelines to perform the functions of the job. Works under immediate 
supervision. Primary job functions do not typically require exercising independent judgment. Typically reports to 
a supervisor or manager. 

 

IT Auditor 3  

Years of 
Experience 

4-6 years 

Job Description Audits information systems, platforms, and operating procedures in accordance with established corporate 
standards for efficiency, accuracy and security. Evaluates IT infrastructure in terms of risk to the organization 
and establishes controls to mitigate loss. Determines and recommends improvements in current risk 
management controls and implementation of system changes or upgrades. May require a bachelor's degree. 
Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require 
exercising independent judgment. Typically reports to a supervisor or manager. 

 

IT Auditor 4  

Years of 
Experience 

6-8 years 

Job Description Audits information systems, platforms, and operating procedures in accordance with established corporate 
standards for efficiency, accuracy and security. Evaluates IT infrastructure in terms of risk to the organization 
and establishes controls to mitigate loss. Determines and recommends improvements in current risk 
management controls and implementation of system changes or upgrades. May require a bachelor's degree. 
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Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require 
exercising independent judgment. Typically reports to a supervisor or manager. 

 

IT Auditor 5  

Years of 
Experience 

8+ years 

Job Description Audits information systems, platforms, and operating procedures in accordance with established corporate 
standards for efficiency, accuracy and security. Evaluates IT infrastructure in terms of risk to the organization 
and establishes controls to mitigate loss. Determines and recommends improvements in current risk 
management controls and implementation of system changes or upgrades. May require a bachelor's degree. 
Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require 
exercising independent judgment. Typically reports to a supervisor or manager. 

39.   IT Trainer 
IT Trainer  

Years of 
Experience 

0-2 years 

Job Description Develop an agency-wide training plan. Coordinate IT strategic planning process to determine the department's 
training requirements through communications with staff throughout the agency. Identify existing training that 
meets the requirements and provide a gap analysis of courses to develop in house. Develop curriculum and 
training plan. Develop evaluation and monitoring methods to ensure quality training. Develop short video 
training. Produce written documents with clearly organized thoughts using proper English sentence construction, 
punctuation, and grammar. 

40. IT Sourcing Consultant 
IT Sourcing 
Consultant 2 

 

Years of 
Experience 

5+ years 

Job Description Position requires  the ability to work independently as the team leader in the development and execution of sourcing strategies 
for assigned projects, assisting customers in solving IT business problems.  This role will function to lead the sourcing process, 
through creation of the solicitation documents, evaluation of proposals and in execution of agreed upon negotiations strategy 
with selected suppliers. Leads evaluation and execution of risk mitigation strategies and establishes solid contracts that are in 
the long-term best interest of the customer. Has responsibility for managing customer expectations for project deliverables 
through effective and timely communications. Conducts a post-project lessons learned reviews with the customers to promote 
knowledge transfer and customer satisfaction. 
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IT Sourcing 
Consultant 3 

 

Years of 
Experience 

10+ years 

Job Description Position requires a proven ability to lead development and execution of complex sourcing strategies for assigned projects and 
consulting with customers to solve IT business problems.   Conducts meaningful market research and works with business 
owners to develop sourcing scope, timelines and deliverables.  This role will function as the leader of cross-functional teams 
through the sourcing process, in the evaluation of proposals, conducting and managing the negotiations process with selected 
suppliers. Has responsibility for proactively managing customer expectations for project deliverables through effective and 
timely communications to various levels of senior management. Identifies and manages contractual risks and establishes firm 
contracts that are in the long-term best interest of the customer. Conduct post-project lessons learned reviews with the 
customers to promote knowledge transfer and customer satisfaction. 

 

IT SECURITY 

41. IT Security Analyst 

• Monitor and advise on information security issues related to the systems and workflow at an agency to ensure the internal IT security 
controls for an agency are appropriate and operating as intended.   Coordinate and execute IT security related projects for the agency.  
Coordinate response to information security incidents. Develop and publish Information Security policies, procedures, standards and 
guidelines based on knowledge of best practices and compliance with Commonwealth IT Security policies, standards, and guidelines..  

• Conduct campus-wide data classification assessment and security audits and manage remediation plans.  Collaborate with IT 
management, Internal Audit, and VITA to manage security vulnerabilities.  Create, manage and maintain user security awareness.  
Conduct security research and keeps abreast of latest security issues.  

• Prepares IT security documentation, including department policies and procedures, agency notifications, Web content, and alerts.  

IT Security 
Analyst 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
IT Security 
Analyst 2 

 

Years of 4-7 years of experience in the field or in a related area. 
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Experience 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
IT Security 
Analyst 3 

 

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

42. IT Security Architect 
IT Security 
Architect 1 

 

Years of 
Experience 

3+ years of experience in security architecture 

9+ years of experience in information security 

9+ years of experience working with computer systems 

9+ years of experience working with network software and hardware, data or voice as well as experience with open and 
proprietary software and hardware 

Job Description Establish the target security/infrastructure architecture. Author corresponding requirements, including definition of 
dependencies on infrastructure consolidation efforts.  Define Security/Information Assurance requirements (and 
dependencies).  Specify key architectural aspects of the architecture view, and identify other aspects that need definition.  
Other duties include researching best practices for reuse, applying Commonwealth IT Security and industry standards, and 
defining the transformation approach that transitions the current architecture to the target architecture. 

Experience working with current and emerging information security technologies and development methodologies. Bachelor’s 
degree in computer science, management information systems, or related field preferred.  Good analytical and creative 
problem solving skills.   

Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 
IT Security 
Architect 2 
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Years of 
Experience 

5+ years of experience in security architecture 

11+ years of experience in information security 

11+ years of experience working with computer systems 

11+ years of experience working with network software and hardware, data or voice as well as experience with open and 
proprietary software and hardware 

Job Description Establish the target security/infrastructure architecture. Author corresponding requirements, including definition of 
dependencies on infrastructure consolidation efforts.  Define Security/Information Assurance requirements (and 
dependencies).  Specify key architectural aspects of the architecture view, and identify other aspects that need definition.  
Other duties include researching best practices for reuse, applying Commonwealth IT Security and industry standards, and 
defining the transformation approach that transitions the current architecture to the target architecture. 

Experience working with current and emerging information security technologies and development methodologies. Bachelor’s 
degree in computer science, management information systems, or related field preferred.  Good analytical and creative 
problem solving skills.   

Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

43. IT Security Auditor 
 

IT Security 
Auditor 

 

Years of 
Experience 

15 or more years with IT security and audit experience 

Job Description Advanced knowledge of security standards and progressive experience performing security audits. 

 

PROJECT MANAGEMENT 

44. Project Manager 

• Designs, plans, and coordinates work teams. Follows standard project management industry practices such as the PMI's framework. 
Understands business and technical objectives of a project and works closely with project sponsor. Creates project charter and work plan 
and tracks budget and schedule progress via appropriate metrics. Establishes project organization and methodologies and defines roles 
and responsibilities. Documents risks and develops mitigation plans. Manages scope. Creates and implements a communication plan. 
Builds an effective team, assigns tasks to team members, and evaluates outcomes. Negotiates resources. Communicates to stakeholders 
and project sponsor. Identifies, tracks, and ensures resolution of issues and removal of barriers. Provides technical support to project team 
members. Handles complex application features and technical designs. Designs and implements the components required for complex 
application features. Generally manages a group of applications system analysts. Relies on experience and judgment to plan and 
accomplish goals. Professional certification is highly desirable.  
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• May require specific PC, workstation, operating system, application or platform skills. Provides overall direction to the formulation, 
development, implementation, and delivery of a project. Exercises management responsibility over the achievement of performance, 
revenue, and profit objectives of a project and its contracts. Ensures that the project plan maintains tasks, schedules, estimates, and 
status, and disseminates information to team members and customers. Creates a structure and organization for the management of a 
complex environment with emphasis on quality, productivity, and consistency. Directs corrective actions in any area where performance 
falls below objectives. Arranges for the assignment of responsibility to other supporting facilities, business areas, and support functions, 
and monitors their performance. Self-directed and independent. Responsible for the coordination and completion of projects. Oversees all 
aspects of projects. Sets deadlines, assigns responsibilities, and monitors and summarizes progress of project. Prepares reports for upper 
management regarding status of project.  

• Project Managers are required to be qualified under the Commonwealth of Virginia Qualification Standards for IT Project Managers. 
http://www.vita.virginia.gov/oversight/projects/default.aspx?id=589 

Project Manager 
1 

 

Years of 
Experience 

1 to 7 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Project Manager 
2 

 

Years of 
Experience 

8-11 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Project Manager 
3 

 

Years of 
Experience 

11-14 years of experience in the field or in a related area.  

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
 

Project Manager 
4 

 

http://www.vita.virginia.gov/oversight/projects/default.aspx?id=589
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Years of 
Experience 

15 or more years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Project Manager 
5 

 

Years of 
Experience 

More than 15 years of experience in the field or in a related area. 

Job Description Advanced experience managing complex projects or multiple projects; Demonstrated and advanced understanding of project 
management methodologies. 

45. Project Lead 

• The Project Lead shall have day to day responsibility for management of a project team, providing technical team leadership on complex 
projects. They are responsible for program design, coding, testing, debugging, documentation and support. They shall have full technical 
knowledge of all phases of applications systems analysis and programming. There may be multiple phases of the project for which they 
have responsibility. This person shall manage day-to-day execution of design, development, testing and implementation activities; actively 
encourage and facilitate communication between the business analysts, development, and QA teams; and ensure that system 
requirements are documented, complete, accurate and approved.  

• This person shall ensure formal design reviews are held regularly for each iteration or code cycle and work with program leadership team 
to establish and manage the project iteration and release cycles and attend release planning meetings. This person shall manage 
development activities and coordinate technical and application components with other Commonwealth projects and applications; ensure 
that appropriate system support and maintenance documentation is complete, which includes support documentation for Help Desk 
support and maintenance staff. This person shall also review release notes for accuracy, and reports to the Project Manager and works 
with the Project Manager to determine project resource requirements. 

Project Lead 1  

Years of 
Experience 

1 to 7 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
 
 

Project Lead 2  

Years of 8 or more years of experience in the field or in a related area. 
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Experience 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

46.  Project Coordinator 
Project Coordinator  

Years of 
Experience 

2 or more years of experience in the field or in a related area. 

Job Description The Project Coordinator shall provide day-to-day coordination of project tasks.  The project coordinator maintains version 
control and provides administrative support for project management information system.  Prior experience of large project 
administration.  Ability to communicate at all levels of an organization and third parties.  Experience with similar scale roles 
and organizations.  The project coordinator is task focused.  Works under the direction of the project manager or project lead 
and reports to a project manager or project lead. 

TELECOMMUNICATIONS AND COMPUTER NETWORKING 

47. Network Administrator 

• Install, configure, and support an organization's local area network (LAN), wide area network (WAN), and Internet system or a segment of 
a network system. Maintain network hardware and software. Monitor network to ensure network availability to all system users and 
perform necessary maintenance to support network availability. May supervise other network support and client server specialists and 
plan, coordinate, and implement network security measures. Coordinate the development, implementation, and maintenance of a local 
area network or wide area network. Maintains the network's physical and logical structures, including network connections. Maintains 
network support software, analyzes user support statistics, and recommends appropriate measures. Installs, tests, and maintains network 
hardware and software. Prepares and analyzes statistics on network utilization and availability. Prepares training courses and provides 
user support and training in the use of available hardware, software, and utilities. Performs tuning and capacity planning activities to 
enhance the performance of the network resources.  

• Assist in the development, implementation, maintenance, and monitoring of a local area network or wide area network. Works under close 
supervision with minimal latitude for the use of initiative and independent judgment. Performs procedures for backup, recovery, and 
archival of files stored on the network. Communicates with vendors, users, management, and network programming staff. Serves as 
contact for remote network locations to obtain clarification of problems and to identify solutions or corrective actions. Assists in preparing 
training courses and providing user support and training in the use of available hardware, software, and utilities. Assists in maintaining the 
local area network or wide area network, cable and hub installations, and inventories. Conducts product evaluations of upgraded or new 
hardware and software—identifying strengths, weaknesses, and potential benefits to the agency—and recommends enhancements to 
network facilities.  

• Assists in maintaining the network's physical and logical structures and in installing and testing hardware and software. Assists in 
performance tuning and capacity planning activities to enhance the performance of the network resources and in maintaining network 
support software. Assists in or conducts product evaluations of upgraded or new hardware and software and identifies strengths, 
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weaknesses, and potential benefits to the agency. Assists in maintaining the operating system and security software utilized on the 
network, including the addition of new users to the network and establishment of rights and privileges. Experience in local or wide area 
network work. Knowledge of network facilities and data processing techniques; of personal computer hardware and software; of network 
operating system and security software; and of performance monitoring and capacity management tools. 

Network 
Administrator 1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Network 
Administrator 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Network 
Administrator 3 

 

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

48. Network Architect 

• Participates in designing and developing the network to ensure that it is secure, reliable, and robust; implements and maintains network 
management servers that assist the agency in managing, monitoring, and securing the network. 

• Develops and implements detection activities to test network vulnerability to intrusion by hostile individuals or groups; participates in 
detecting, investigating, documenting, and reporting actual or potential network security violations, intrusions, or other inappropriate use. 

• Designs backbone infrastructure, network facilities, wide area networks, local area network, wireless and telecommunication networks to 
provide reliable Internet access, remote access to information technology services (ITS), network security, and high performance 
networking. 

• Evaluates security products and tests security systems performance; assists in planning, implementing, and testing disaster recovery 
procedures; participates in making formal risk assessments related to network security. 



Exhibit D: Job Titles and Descriptions 
 

Page 48 of 50 

• Certification in areas related to network management and security preferred (CNE, MCSE, MSCE+1, CISA, CCNA, CCNP, CCIE, CCSA, 
CCSE, CCSE-PLUS, Cisco Security Specialist). 

• Requires experience in the technical services and support field as well as experience in network administration (DHCP, DNS, routers, 
firewall, etc.) 

Network Architect 
1 

 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Network Architect 
2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Network Architect 
3 

 

Years of 
Experience 

8 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

49. Network Engineer 

• Responsible for installing networking technologies and supporting networks. Assesses existing network configurations and makes 
recommendations based on product specifications. Configures equipment and software to meet business needs, trains others on the 
solution, and documents the solution for ongoing support. Functions as part of a team on larger projects, or individually provides the 
services on support visits or smaller projects. Provides technical support and assists with the design of network solutions.  

• Requires experience in the technical services and support field as well as experience in network administration (DHCP, DNS, routers, 
firewall, etc.) 

Network  
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Engineer 1 

Years of 
Experience 

1 to 3 years of experience in the field or in a related area. 

Job Description Has knowledge of commonly used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Primary job functions do not typically require exercising independent 
judgment. 

 
Network 
Engineer 2 

 

Years of 
Experience 

4-7 years of experience in the field or in a related area. 

Job Description Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experience and judgment 
to plan and accomplish goals. A certain degree of creativity and latitude is required. Works under limited supervision with 
considerable latitude for the use of initiative and independent judgment. 

 
Network 
Engineer 3 

 

Years of 
Experience 

8-11 years of experience in the field or in a related area. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

 
Network 
Engineer 4 

 

Years of 
Experience 

12 or more years of experience in the field. 

Job Description Relies on experience and judgment to plan and accomplish goals, independently performs a variety of complicated tasks, a 
wide degree of creativity and latitude is expected. 

50. Public Safety Consultant 
Public Safety 
Communications 
Consultant 

 

Years of 
Experience 

Extensive knowledge of public safety communications and enhanced 9-1-1 systems. Knowledge of current 9-1-1 industry 
trends in technology architecture, microcomputers, networking, and the Internet/Worldwide Web.  

Job Description Performs systems analysis, design, documentation, and implementation of complex public safety communications projects. 
These projects may include needs analyses, staffing studies, consolidation plans, equipment assessments and planning, 
budget preparation and forecasting, performance reporting/analysis and other related supporting the operation of public safety 
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answering points and first responders. 

51. Radio Engineer 
Radio Engineer  

Years of 
Experience 

Considerable experience in voice, data and video systems.  Training in electronics is required.  Advanced technical experience 
in the design of voice, data, video and wireless/radio systems and services.  FCC General Radio Telephone license or 
Amateur Radio License highly desirable.  Certification in public procurement would be desirable.  Advanced knowledge of 
complex communications systems; business management practices and principles.   

Job Description Conducts the review, analysis and design of current and proposed voice, data and video communications, both wire line and 
wireless, also develop engineering plans and networks for state agencies and institutions.  Performs research to develop 
recommendations for enhancements, expansions and/or consolidations of voice, data and video communications, using wire 
line and wireless equipment, facilities and services.  Engineer system/network migration details toward sharing of integrated 
services, while laying the foundation of Open System Interconnections.  Assist in the coordination, engineering and processing 
of FCC licenses.  Educate and keeps abreast of FCC Land Mobile Radio (LMR) rules, policies, legal rulings and ongoing 
spectrum issues--analyzes results and impacts.   
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Introduction 
Computer Aid, Inc. (CAI) is pleased to present this Project Communication Plan as part of 
the implementation of the DTMB IT SupplementalContingent Labor contract.  Our goal is 
to ensure that State personnel and Suppliers are prepared for the changes that result 
from this contract’s implementation.  Effective communications will smooth the 
transition to the new contract for both State personnel and incumbent Suppliers.   

The purpose of this document is to ensure that implementation plans and changes are 
effectively communicated to all users of the Contingent Labor contract.  Successful completion 
of the activities within this Communication Plan will ensure that all impacted parties are aware of 
the IT Contingent Labor implementation and seated resource transition – its implications and 
timelines. These parties include cabinet-level directors, State information managers, State 
procurement managers, hiring managers, and affiliate Suppliers. 

This plan documents the process for communicating with project stakeholders in an effective 
and efficient manner.  Its general purpose is to raise awareness and understanding of the 
project throughout its lifecycle.  In this plan we describe the timely and consistent distribution of 
project information to the project governance teams, management, and stakeholders to keep 
them enthused, informed and engaged. 
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TARGET GROUPS 
This section describes the stakeholder groups to which communications will be targeted 
and how those communications will be directed at each group’s needs. 

State Personnel 
We refer to any manager who employs temporary IT staff as a State hiring manager.  The 
members of this group will be intimately involved in the use of the IT Contingent Labor contract, 
the process, and PeopleFluent, the VMS software.  State hiring managers are key users of the 
contract. 

State hiring managers will receive communications targeted to State management.  This group 
will also have the opportunity to learn the process on a more granular level. 

Suppliers 
Suppliers are also stakeholders in the implementation of the new IT Contingent Labor contract.  
Suppliers will receive communications targeted to IT resource suppliers. The Supplier group can 
be subdivided into Incumbent Suppliers and New Suppliers. 

Incumbent Suppliers 
The Incumbent Suppliers have resources that will be transitioning to the new contract.  It has 
been our experience that this group of Suppliers is often concerned about their role in an IT 
Contingent Labor contract.  We suggest separate introductory sessions with the incumbent 
Suppliers so that we can thoroughly address these concerns.  However, all written 
communications and messages will be consistent with those disseminated to new Suppliers. 

New Suppliers 
New suppliers will include suppliers recommended by State managers who can provide the 
capability to support new technologies, and companies who had previously served as 
subcontractors to larger suppliers. New Suppliers will want to know how they can become part 
of the Supplier network.  We will offer them the opportunity to learn how the contingent labor 
program works, how to use the software, how to join the network, and how they can benefit from 
being part of the Supplier network.  All written communications and messages will be consistent 
with those disseminated to Incumbent Suppliers. 
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COMMUNICATIONS TIMELINE 
As essential aspect of communication is its timing.  In order to describe the timing of the 
initial communications involved in the State IT Contingent Labor implementation, we 
provide the timeline depicted below followed by a brief discussion of the 
communications points.  

For purposes of discussion, we begin our timeline on January 128, 2016.  We understand 
that the start date is subject to change. The number and configuration of the sessions 
will be determined through discussions with the State. 

.   

Communication Task DATE Location 

Send Announcement to State Personnel and offer invitation 
to introductory sessions 
RSVP Deadline:  State Personnel must respond by to reserve 
space and materials for their introductory sessions. 

1/12/16  

Send Announcement to Suppliers and offer invitation to 
introductory supplier session. 
It is important to time this as closely as possible with the 
dissemination of information to the State personnel. 

1/12/16  

Conduct State Introductory Sessions 
2/11/16During the 
week of February 
8 

Please refer to the 
options described in 
the State 
Communications 
section of this plan 
found on pages 5 and 
6. 

Conduct Supplier Introductory Sessions 
3/2/2016?During 
the week of 
February 8 

Please refer to the 
options described in 
the Supplier 
Communications 
section of this plan 
found on page 8. 

Conduct State PeopleFluent Training Sessions Week of 
3/14/20162/29 Via Citrix? 

Conduct Supplier PeopleFluent Training Sessions Week of 
3/14/20162/29 Vias Citrix webinar

Complete Initial Communications:  This last function is a 
placeholder in the timeline for any follow-up communications 
that are warranted as a result of the previous three weeks. 
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STATE-SPECIFIC COMMUNICATIONS 
This section describes the communications plan targeted to the State personnel. 

Step 1:  Announcement 
This is the first official communication from DTMB to State personnel informing them of the 
change in procurement vehicle and inviting them to participate in the introductory sessions that 
CAI will provide as part of the implementation. 

Content  
The announcement is a brief statement that alerts the recipients to the change in contract and 
its benefits.  This brief overview is followed by an invitation to the introductory session(s) where 
the State personnel can learn the details of the benefits and processes, scope, and other 
pertinent facts about the upcoming changes. A draft of the announcement is included in 
Appendix A of this document. 

The announcement may have attachments, if desired, such as the Contract Fact Sheet found in 
Appendix B, the State Process Guidelines found in Appendix C, the job titles, the contract rates, 
etc. 

Timing 
The announcement should be sent as soon as the arrangements are made for the introductory 
sessions.  One week’s lead time is recommended.   

Distribution 
The announcement will be issued by the contract manager and will be sent via email to all State 
personnel deemed appropriate. 

Step 2:  Introductory Sessions 
The introductory sessions offer State personnel the opportunity to learn how the IT Contingent 
Labor contract works.  These sessions are critical to a successful implementation.   

Because the State personnel are somewhat diverse in their involvement with IT Contingent 
Labor, we offer the following options for delivery of the introductory sessions.   

Method Description Advantages Disadvantages 

Send En Masse 
Offer the introductory 
session to all interested 
State personnel in one 
session. 

The clearest advantage to 
this option is the swift 
start.  All participants 
receive the same message 
at the same time. 

One large meeting tends 
to inhibit dialog and 
questions, especially 
business-specific 
questions.  In addition, it 
is more difficult to 
schedule a single 
meeting for which all key 
participants are 
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Session Content 
The introductory session presents an overview of the contract, introduces CAI, describes the 
contingent labor process and stresses the benefits of this new contract.  The presentation can 
be fine-tuned depending upon the audience to stress higher-level aspects or ‘how-to’ details. 

The introductory session agenda is: 

 Review Program Changes 

 Time and Materials Staff Augmentation and Statement of Work 

 Fixed price Statements of Work 

 Roles and Responsibilities 

 Review Supplier Enrollment 

 Implementation Timeline 

 Transition Discussion 

 Discussion  

Step 3:  Ongoing Communications 
This section describes the ongoing communications targeted to State personnel. 

Quarterly Meetings and Reports 
As part of the IT Contingent Labor contract, CAI will produce quarterly reports and present them 
each quarter to high-level management stakeholders.  These reports include trends in strategic 
staffing that affect the contract, focus on performance service level agreements, and optionally 
include wage rate updates and customer satisfaction survey results. 

Periodic Personnel Meetings 
The CAI team will hold periodic meetings with State personnel, either in groups or on an 
individual basis, to discuss State needs and issues.  These will be meetings held on a schedule 
and based on the needs of each group of State personnel.  These meetings focus on the 

available.  Space 
availability may also be a 
concern. 

Cross Business Area 
by Role/Position.    

Conduct separate 
sessions for participants 
in the same role within 
business areas 

The advantage of this 
option is that the message 
can be tailored to the 
audience.   

A disadvantage to this 
option may be that one 
business area may have 
different processes from 
another.   

By Agency or 
Business Area 

Arrange Business specific 
with the procurement 
managers and hiring 
managers for each of the 
large agencies 
individually.  Smaller 
agencies may be logically 
grouped into one or 
several meetings. 

This option offers the most 
open forum for dialog and 
questions/answers specific 
to the internal processes. 
Agency -specific meetings 
also present an 
opportunity for granular 
discussion about transition 
at the same time.   

May require more 
meetings and increase 
the implementation 
timeline 
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assistance that our team can provide in finding the best qualified resources for State 
requirements.  In preparation for these meetings, State personnel can request reports based on 
the data collected in PeopleFluent.   

Ad-Hoc Meetings and Reports 
Throughout the life of the contract, stakeholders may request ad-hoc meetings and/or reports on 
a specific topic.  The CAI account team will respond by meeting with stakeholders, providing 
reports and/or materials as needed.  We will use lessons learned and best practices from our 
other programs to aid stakeholders when appropriate. 

Contract Websites 
As part of the contract, contract materials, and training guides will be made available through a 
CAI-maintained web portal specifically for your state.  For instance, the Virginia supplier web 
site is found at: http://vaitcl.compaid.com. CAI will create a similar web portal for the Michigan 
program. 
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SUPPLIER-SPECIFIC COMMUNICATIONS 
This section describes the communications plan for the Suppliers currently doing 
business with Michigan as well as those who have the potential to do business through 
this new contract. 

Step 1:  Announcement 
While the State introductory sessions are being held, the State will issue an announcement to 
Suppliers.  This announcement is most effective if it is issued shortly after State personnel 
become familiar with the contract and transition process. 

The Supplier announcement introduces the new contract and invites the Suppliers to the 
introductory sessions that will be held for them.  Like the State announcement, it will list the 
location, date and time for the introductory sessions and will request an RSVP.  A sample 
Supplier announcement is included in Appendix E. 

Step 2:  Introductory Sessions 
Similar to the State introductory sessions, there are options to consider for conducting the 
introductory sessions for Suppliers.  They are described here. 

 

  

Method Description Advantages Disadvantages 

Send En Masse 
Offer the introductory 
session to all interested 
suppliers session. 

The clearest advantage to 
this option is the swift 
start.  All participants 
receive the same message 
at the same time. 

This method doesn’t 
allow for a separate 
session for incumbent 
suppliers who will have 
different questions. 

Two groups: 
incumbents and all 
others.    

Offer two introductory 
sessions.  

The advantage of this 
option is that the message 
can be tailored to the 
audience.   

No specific 
disadvantage 
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Content 
The Supplier introductory sessions emphasize the benefits of becoming part of the open 
Supplier network utilized in the IT Contingent Labor contract.  While the agenda is very similar 
to that of the State sessions, the material is presented from the Suppliers’ point of view.  We 
stress results in other states using the CAI-managed IT Contingent Labor contracts to 
demonstrate the success that can be realized by Suppliers who actively participate and take 
advantage of the services that the CAI account team has to offer. 

The introductory session agenda: 

 Review Program Changes 

 Time and Materials Staff Augmentation and Statement of Work 

 Deliverables Based Statements of Work 

 Roles and Responsibilities 

 Review Subcontractor Enrollment 

 Implementation Timeline 

 Discussion 

Step 3:  Ongoing Communications 
Mentoring and Coaching 
The CAI team offers mentoring and coaching to any Supplier in the network.  Our experience 
throughout all CAI-managed contingent labor contracts has shown that this form of 
communication is very helpful in improving the ability of Suppliers to provide quality resources 
and compete effectively. 

Weekly Requisition Updates 
On a weekly basis, all Suppliers receive an email from CAI’s team providing a current status of 
all open requisitions.  This announcement, sent through PeopleFluent, helps our Supplier 
network to manage their business and their support of this contract.  In addition to providing a 
status on current open requisitions, the update also provides insight into future projects, 
opportunities, requisitions, etc.   

The details of the update include requisition numbers and titles, their status, and actions taken.  
An example of a weekly update appears in the accompanying image.  

Our Suppliers tell us that the weekly update is an extremely valuable tool for their success. 
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APPENDIX A:  STATE ANNOUNCEMENT 
The following announcement can be tailored for the Michigan program users. 

 

Dear _________________, 

In order to better meet the staff augmentation demands of our agencies, ensure faster 
placement of quality resources and continue our savings goals, the State has determined that it 
is in the best interest of the State of Michigan to transition its Staff Augmentation program from 
Acro Service Corporation to Computer Aid, Inc. (CAI), and on April 4th, 2016, CAI will begin 
service as the Managed Service Provider for temporary IT staffing for the state of Michigan.  

This change of providers comes after great diligence and significant industry research into 
various IT contingent labor models and providers.  CAI has served as a Managed Service 
Provider for eight states for more than ten years, and is able to leverage this experience in order 
to build a program that will streamline the procurement process for IT contingent labor. 
Additionally, CAI has maintained a Michigan presence since 1991, and is a Michigan-based 
business in full compliance with the requirements of MCL 18.1268.  

Specifically, our new program will be modeled after the Virginia IT Contingent Labor program. 
This program has successfully served participating agencies and cooperatives in the 
Commonwealth of Virginia for many years. The VA contract also provides the opportunity for 
Michigan agencies to utilize qualified subcontractors for fixed-price Statement of Work (SOW) 
projects. CAI will provide an on-site team to assist contract users with meeting their IT needs.  

The transition and implementation will occur on the following timeline: 

 Implementation will begin on January 8th, 2016 

 The new program will be live for new requirements on April 4th, 2016 

o No new suppliers will be enrolled under Acro after this date  

o No new job requirements will be released under Acro after this date  

 All existing engagements will be transitioned into the new program either upon the by 
October 1, 2016 

CAI will soon be in touch to discuss the configuration of the new process, agency users, and the 
seamless transition of all of your engaged resources.  

Acro has been notified of this change and a formal announcement will soon be posted. We 
understand this announcement will spark conversations and rumors surrounding the change; 
please direct all inquiries and concerns related to this change to Whitnie Zucker (contact). 

We will be in close contact with more information as we work through the implementation and 
transition. Thank you for your partnership and we look forward to continued service. 

(Close Letter) 
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APPENDIX D:  STATE TRANSITION GUIDE  
In any large strategic sourcing effort the success of the program is largely dependent 
upon sponsorship on every level, from the CIO to the hiring manager. This sponsorship 
must be unwavering even when receiving push back from agencies and incumbent 
Suppliers. In our experience, when incumbent Suppliers realized exceptions were not 
going to be made, the “noise” died down considerably.  When agencies realized that key 
Supplier resources that they relied upon could still be available if the Supplier would 
agree to become part of the Supplier network, seated resources were transitioned 
successfully. 

Consistency in approach can be achieved by communicating early and often about the changes 
provided by implementing the IT Contingent Labor Contract.  A consistent approach to transition 
will minimize the “demand” for exceptions from both the State and the Supplier community. It is 
important to know that news of exceptions spreads rapidly through agencies and Suppliers 
alike. Some will view this exception as their “template” to circumvent the process and get their 
own exception approved. It is necessary to have a consistent and standard approach to 
transition and communicate the approach so that this does not occur. 

State agencies and incumbent Suppliers may hold the same concerns.  However, unwavering 
Executive level commitment to this project, one that provides tax dollar savings to the public and 
continues to provide cost effective Contingent Labor resources to agencies, will demonstrate a 
significant commitment to the overall welfare of the state’s economy and business climate. 

By following the seven steps outlined below, State agencies will experience a seamless 
transition: 

1. Communicate the strategy for transition 
Establish a firm transition strategy, and announce this as a milestone to project success and 
project completion.  Existing Suppliers and impacted agencies will know early on that this 
transition activity is a natural progression of the overall project implementation and supported by 
project executives.  All project communication should reinforce transition activity as a discrete 
and expected step for project success. 

2. Identify all resources that will be transitioned 
The State must compile a list of existing Contingent Labor resources currently working in each 
State under any contractual vehicle that the State has authorized agencies to utilize to procure 
IT Contingent Labor resources.  This should include:   

 The resource’s name,  

 Hourly rate,  

 End date or # of hours remaining on the current PO,  

 State Manager name and phone number, 

 Company Name, address, phone number,  

 Company contact person name, and  

 Any sub-contractor arrangement information that may apply.   
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This information will be used to initiate conversation with the Supplier and ultimately bring the 
Supplier/seated resource into the network so that their work inside the State may continue 
uninterrupted. 

3. Map current job titles to the contract job titles   
Working side by side, CAI staff and State Hiring Managers will evaluate the current job that 
each seated resource provides and then map that job to a job title provided under the new 
contract.  Once identified, the rate is clearly communicated to all involved. 

Our scientific cost metrics have proven to determine fair market value rates.  The IT Contingent 
Labor Contract job descriptions provide the fair market value basis for rate determination.  
Assuming the incumbent Supplier is paying their employee fair market value for their skills, the 
cost model is designed to give the higher percentage of profit to the incumbent, not CAI.   

4. Discuss transition details with incumbent Suppliers 
The State can communicate directly with each resource’s Supplier company, compelling them to 
allow the seated resource to transition into the new contract by joining the Supplier network.  
This allows the seated resource to continue the good work that they have already begun in the 
State and provides for the State’s business continuity.  

CAI staff will also work directly with the Supplier company to bring them into the open Supplier 
network. 

The strength of the open Supplier network cannot be overstated when transitioning incumbent 
Suppliers. If an incumbent Supplier is resisting transition, they will quickly see that there is an 
open network of Suppliers ready to replace them with resources that are equally and sometimes 
better qualified for the job. There will be incumbent Suppliers who will work tirelessly to convince 
the State managers that they will not be able to find qualified candidates under the new rates, 
but the open Supplier network proves them wrong every time.  

5. Submit a Purchase Order (PO) for each resource 
It is imperative that the State recognizes that each seated resource requires a PO be submitted 
and approved so that automated transition can occur through PeopleFluent. 

6. Once PO is approved, enter transition into PeopleFluent 
After it is determined that the seated resource’s Supplier company is “in-network” (“in-network” 
means that the Supplier company has signed the agreement with CAI and has accepted the 
new contract job description and rate structure), and a PO is submitted and approved, CAI will 
enter a requisition into the PeopleFluent tool for the State so that the seated resource can 
transition. 

7. Receive Supplier acceptance of PeopleFluent requisition 
The Supplier can go into PeopleFluent and accept the “Transition Requisition” for the seated 
resource, which then completes the administrative activity involved in transitioning the 
contractual authority for the seated resource’s work to the new contract. 
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APPENDIX E:  SUPPLIER ANNOUNCEMENT 
This announcement can be used to announce the program change to the Supplier 
community and invite them to the introductory sessions. 

To Information Technology Contingent Labor Suppliers: 

The State of Michigan’s Department of Technology, Management and Budget (DTMB) and 
Computer Aid, Inc. (CAI) are pleased to announce the State of Michigan’s new strategic 
sourcing contract for Information Technology Contingent Labor.  This program is anticipated to 
go live on April 4th, and it will be available to all branches of State Government procuring 
contracts that are administered by DTMB.  (Please note: any contracts that are currently in 
place for IT Contingent Labor will continue through their current expiration dates and/or budget.  
Extensions will take place under the new contract) 

CAI will be the contract’s Managed Service Provider (MSP) for the new program, responsible for 
the oversight of the Contingent Labor process, including the following: 

 Sourcing and Supplier response management 

 Initial candidate evaluation and validation 

 Interview facilitation 

 On-boarding 

 Invoicing 

You are receiving this letter either because your organization has been providing IT resources 
under the Acro IT Staff Augmentation contract, or because your company was identified as a 
potential supplier for the new program.   

CAI fully supports Michigan’s initiatives to help provide every business with the maximum 
opportunity to succeed under the procurement process, and we encourage all Suppliers to 
participate for IT positions that will be available through this new contract.  Interested Suppliers 
can join at any time, and the enrollment process is quite simple. 

CAI will be conducting contract orientation sessions for interested business partners on ADD 
DATE.  There will be two sessions; the first will be from TIME, and the second will be from 
TIME.  These sessions will take place in XXXX, located at XXXXX, XXXX, Michigan, XXXXX. 

Pre-registration is mandatory due to limited seating. To reserve your seat, please send your 
reservation request to the CAI’s MSP Helpdesk at MSP_VendorMgmt@compaid.com or call 1-
800-635-5138. 

Once CAI receives your request, CAI will send you a packet of information with specific 
instructions on becoming a business partner for this contract.  It will also contain information on 
upcoming training sessions and webinars for the web-based tool that will be used to view 
opportunities and submit candidates.  If you are unable to attend orientation, but are still 
interested in joining the network, please send your request to the aforementioned Helpdesk 
email address. 

Please address all your pre-meeting questions to MSP_VendorMgmt@compaid.com.   We look 
forward to working with you under this new program. 

Sincerely, 

<Insert Name and Title> 
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APPENDIX F:  INCUMBENT SUPPLIERS’ TRANSITION 
GUIDE 
This document outlines the process we will follow for transitioning all resources who will be 
working past the contract’s anticipated go-live date, April 4th.  We believe this policy will allow for 
a seamless transition, with little or no impact on your organization’s work with the state.  We 
value your historical relationship with the State and we sincerely look forward to your 
participation in this new contract. 

If the resource is a long term resident of the State, the question of transitioning the contractor 
will be raised to State management and human resources to determine if co-employment is an 
issue.  If the resource is not going to be transitioned, the State may be able to hire a Contingent 
Labor resource before the incumbent’s contract is terminated so that knowledge transfer can 
occur.  If this is the case, we will replace the incumbent resource with a new candidate through 
the open Supplier network.  Ultimately, the State can choose to hire the contractor into the State 
on a full time basis. 

If an incumbent Supplier elects to be an active participant in CAI’s Supplier network, and it 
agrees to the terms and conditions and rates as set forth in CAI’s Subcontractor Agreement, its 
resource will be transitioned as engagement budgets are run down.  A new PO will be created 
by the State in order to migrate the resource to the CAI contract.  The resource will be engaged 
in the following manner: 

 A CAI Account Manager will enter the requirement into PeopleFluent and send it to just 
to the incumbent Supplier  

 The incumbent Supplier will submit the resource against that requirement  

 CAI will engage the resource 

If an incumbent Supplier elects not to participate in the CAI Supplier network, any State utilizing 
the Supplier’s resources will need to fill the positions using the IT Contingent Labor contract. 
The following two options are available: 

 If the resource wishes to stay at the State, they have the option of joining with another 
Supplier from the Supplier network.  If this is the case, the Transition Process listed 
above will be used for the new Supplier. 

 If the resource does not want to continue service or is not able to leave the 
subcontractor, a new resource will need to be acquired through the Supplier network.  In 
these instances, the following process will be followed: 

 The State hiring manager must acquire a new PO 

 The hiring manager will enter the requirement into PeopleFluent 

 A CAI Account Manager will release the requirement to the Supplier network 

 Suppliers will submit their candidates  

 A CAI Account Manager will forward qualified candidates to the hiring manager 

 The hiring manager will conduct interviews and determine which candidate to 
engage 

 The CAI account Manager will engage the candidate 
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Exhibit F: Competitive Workflow Process

Reviews submitted 
resumes and selects 
group to submit to the 

Hiring Manager; Forwards 
group to Hiring Manager 

via PeopleFluent

Reviews the resumes 
and notifies CAI if he 
or she would like to 

interview the 
candidates

Reviews interview 
request and 
coordinates 

interview with 
Supplier

Interviews 
desired?

No (Proceed to 
2nd Round, see 

Exhibit G)

Yes

Creates 
PeopleFluent 
requirement

If needed, reviews 
and approves 

PeopleFluent req.

Reviews the req. for 
completeness

Approved for 
release?

Releases req. to 
supplier network

Yes

Revises req. and 
resubmits for 

approval

No

Reviews req. 
Submits candidate(s) 
(along with resume) 
into PeopleFluent

Interviews 
candidates, 

selects candidate 
for engagement, 

and notifies CAI of 
decision

Notifies supplier 
that candidate was 

selected

Notifies candidate 
and provides job 

specifics

Ensures 
onboarding tasks 
are complete and 
verifies that Hiring 
Manager has a PO

Candidate is 
engaged within 

PeopleFluent, and 
begins assignment

Review candidate 
after 10 days on 

assignment

Quality 
performance?

Candidate 
continues 

assignment

Yes

Candidate is removed 
from assignment, 
performance is 

documented and CAI 
sources, screens and 

provides additional 
candidates for Hiring 

Manager review

No

= Occurs within PeopleFluent VMS

Evaluation 
documented in 
PeopleFluent
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Reviews submitted 
resumes and selects 
group to submit to the 

Hiring Manager; Forwards 
group to Hiring Manager 

via PeopleFluent

Reviews the resumes 
and notifies CAI if he 
or she would like to 

interview the 
candidates

Reviews interview 
request and 
coordinates 

interview with 
Supplier

Interviews 
desired?

Yes

Discusses reason for 
rejection with Hiring 
Manager, and alerts 

Supplier Network that 
additional candidates 

are needed

Respond with 
additional candidates

No

= Occurs within PeopleFluent VMS

Rejects forwarded 
candidates

Workflow process 
continues (refer to 

Exhibit F)



S
u

p
p

li
er

C
A

I
A

d
d

it
io

n
al

 
A

g
en

cy
 

A
p

p
ro

ve
rs

H
ir

in
g

 M
an

ag
er

Exhibit H: Backfill Process

Reviews the resumes 
and notifies CAI if he 
or she would like to 

interview the 
candidates

Reviews interview 
request and 
coordinates 

interview with 
Supplier

Interviews the 
candidate, selects 
the candidate, and 

notifies CAI of 
decision

Notifies the 
Supplier that their 

Candidate was 
selected

Notifies the 
candidate and 
provides job 
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LOGIN INFORMATION 
This training guide details the web-based requisitioning system known as Peoplefluent and how 
it’s used to procure and manage hourly, time and materials (T&M) IT staff augmentation 
resources under the Virginia IT Contingent Labor Contract.  This guide covers various stages of 
the requisitioning process, including: 

 Tool navigation 

 Requisition creation and approval 

 Candidate/response review and selection 

 Timesheet and expense approval 

 Engagement evaluation 

 

Please feel free to use this page to record your personalized login information.   

 

Peoplefluent Login Information 

 

URL:   https://vms.peopleclick.com 

User Name:  ____________________________________________________ 

Password:  ____________________________________________________ 

Org ID:  i3680 
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NAVIGATING THROUGH THE SYSTEM 
This section provides you with a high-level overview of Peoplefluent. 

Login 
 Open internet browser 

 Enter appropriate URL 

 Enter login Information 

Please note: When you enter the site for the first time, you will need to sign-off on a Software 
Service Agreement.  After your initial log-in, you won’t need to do this again. 
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Accessing Key Sections of the System 
The following section highlights five main areas of the Peoplefluent system used for 
requisitioning hourly, T&M resources under this contract: 

 Home Page 

 Requisitions (Requirements) 

 Candidates 

 Timesheets 

 Expenses 

Home Page 
This is the main page of the system, and it’s the first you’ll see after logging into the system.  
Also known as the dashboard, you can initiate the following tasks from the Home Page: 

 View or edit your user information 

 Enter a new requisition 

 Access your active reqs. 

 Review reqs. that may need your approval 

 View candidates that have been submitted to your reqs. 

 Search for reqs., candidates, and timesheets 

 View reports 
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Requisition Summary Page 

The following screen shots illustrate how to access the Requisition Summary Page and 
summarize the main points of the page. 
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Candidate Summary Page 
The following screen shots illustrate how to access the Candidate Summary Page and 
summarize the main points of the page. 
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Timesheet Summary Page 
The following screen shots illustrate how to access the Timesheet Summary Page and 
summarize the main points of the page.  This page enables you to view and approve timesheets 
for the engaged candidates’ timesheets for whom you have approval authority. 
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Expense Report Summary Page 
The following screen shots illustrate how to access the Expense Report Summary Page and 
summarize the main points of the page.  This page enables you to view and approve expenses 
incurred by engaged candidates.  Please note: Expenses will be reimbursed only if they are 
pre-approved by the hiring manager and if they are within Commonwealth guidelines. 
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ENTERING A REQUISITION 
The following pages detail the workflow Hiring Managers must follow in order to fulfill a staff 
augmentation requirement (requisition) under this contract. 

Initiate a New Requisition 
After discussing the need with the CAI Account Manager and all appropriate internal users, you 
will need to enter your requisition into Peoplefluent. 

Select the Job Title, Area, and Skill Category 
There are four levels to a req. class that must be selected when creating your requisition: 

 Job Category (e.g. Applications, Data Management, Project Management) 

 Position (Refer to Job Titles and Descriptions document for more details) 

 Experience Level 

 Economic Area 
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Enter the Details 
After you select the req. class, you can now begin creating your need.  Some information is pre-
populated depending on the requisition. 
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Enter Skills and Ask Questions 
Use this section to list all the required/desired skills for the requisition and create any questions 
you would like the vendor/candidate to answer. 
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Enter Compliance Requirements 
This section will list all the required items that the candidate must provide, and the timeframes 
in which they must be provided.  
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Enter Justification and Submit for Approval 
Once you have entered the necessary justification for entering this requisition and click the 
Submit button, the requisition will go to the approver for sign-off. 

 
 



 

Exhibit I – Sample Agency PeopleFluent Training Guide 14 

APPROVING A REQUISITION 
If you’re designated as an approver responsible for reviewing and signing-off on the requisition 
before it’s released to the CAI Account Manager, you’ll receive a Peoplefluent email notification 
informing you that a requisition is awaiting your approval.  Within the email, you can click on 
the link that will take you directly to the requisition that requires your approval. 

You can also access the Peoplefluent requisition by logging in and navigating the system in the 
following manner. 
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Once you have reviewed the information, go to the Approval/History tab, as illustrated below. 

 

If the Requisition is rejected at any point in the approval chain, the Hiring Manager will be sent 
an email indicating the rejection.  The Hiring Manager can then make corrections to the 
requisition and resubmit for approvals. 

If the Requisition is approved, it will go onto the next approver in the approval chain. 

Ultimately, all requisitions will be reviewed and approved by the designated CAI Account 
Manager who will do a final review of the requisition to ensure it is clear and complete before 
sending it to the vendor network for competition. 
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SELECTING YOUR CANDIDATE 
Once the requisition is released to the Vendor network and candidates are submitted, the CAI 
Account Manager (AM) is responsible for screening the vendor network’s candidates that are 
submitted against your requisition.  The CAI AM examines the information provided for each 
candidate and reviews the score that has been calculated by the candidate responses in the 
Required/Desired section of Peoplefluent.  In addition, the CAI AM compares the responses 
against the resume to make sure they match.   

If the CAI AM feels the candidate has the necessary skills, he or she will call the candidate to do 
an initial screening of the candidate’s qualifications.  If the CAI AM still feels the candidate is a 
match for the position, the candidate will be forwarded to you via Peoplefluent.     

Access the Candidates 
When a candidate is forwarded for your review, you’ll receive an automatic email notification 
from Peoplefluent.  Within the email, you can click on a link that will take you directly to the 
candidate’s detail page.  You can also access all candidates forwarded against your requisition 
by navigating through Peoplefluent in the following manner. 
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Compare the Candidates 
Once you’ve accessed the list of candidates submitted against your requisition, you can choose 
to compare the candidates’ skills and experience, as illustrated in the following screen shot. 

After clicking on the “Compare Candidates” link, you’ll be directed to a page that matches the 
candidates side-by-side, based on various criteria including: 

 Composite Score (System-assigned score based on responses to Required/Desired Skills) 

 Each required/desired skill listed on the requisition and the candidate response 

 Previous employment (Did the candidate work for the Commonwealth before) 

The following screen shot highlights the various parts of the Candidate Compare page. 
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The following screen shot illustrates how you can change the selection criteria used for the 
candidate comparison.  Please note: Once you alter the selection criteria, your changes will 
carry over to the next time you are doing a candidate comparison for this particular requisition. 
 

 
The following screen shot depicts what your Candidate Compare screen may look like if you 
make changes to the Selection Criteria. 
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Review a Specific Candidate in Greater Detail 
If you’ve done your candidate comparison and would like to look at an individual candidate’s 
complete details, you can do so right from the Candidate Compare page, as illustrated in the 
screen shot below. 

The Candidate Summary provides key information, including availability, summary of 
qualifications, skills, previous work experience, and resume.  The following screen shots 
highlight these areas. 
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From any part of the Candidate Summary page, the Hiring Manager can do the following: 
 Request additional information about the candidate 

 Forward the candidate to another person for review 

 Request an interview with the candidate 

 Reject the candidate 

 Request that the candidate be engaged 

These action items, highlighted in the screen shot below, are sometimes referred to as “email 
generators”, as they initiate emails to CAI, requesting that action be taken. 

The following sections describe these “email generators” in greater detail. 

Request Information 
The Request Information action item enables you to request additional information about the 
candidate.  Note the additional information needed in Peoplefluent, and the CAI AM will work 
directly with the vendor/candidate to get this information. 
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Forward Candidate 
The Forward Candidate action item allows you to send an email to another person, asking 
them to review the candidate.  Please note:  In order for the other person to review the 
candidate’s information, he or she must have access to the Peoplefluent system. 

Request Interview 
The Request Interview action item should be used to request an interview.  Enter the 
complete details, and the CAI AM will coordinate scheduling with the vendor/candidate. 
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Reject Candidate 
The Reject Candidate action item allows you to remove a candidate from consideration. 

Request Engagement 
The Request Engagement action item is used when you’ve selected a candidate.  When the 
CAI AM receives the notification, CAI will begin the engagement process. 
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APPROVING A TIMESHEET 
Each engaged candidate will be required to enter a weekly timesheet by noon on Monday into 
Peoplefluent.  If you’re designated as the candidate’s time approver, you will be required to 
approve the timesheet by the close of business on Tuesday of each week.  Approval 
indicates the hiring manager has accepted the time entered as being valid and approved for 
invoicing. 

Once the timesheet is submitted, you’ll receive an email from Peoplefluent.  Within the email, 
you can click on a link that will take you directly to the timesheet that is pending your approval.  
You can also access all Peoplefluent timesheets pending your approval in the following manner. 

Go to the Timesheet Summary Page 
You can access this screen via the Home Page, as illustrated in the following screen shot. 

Access the Timesheet 
Once you’ve accessed the Timesheet Summary Page, you can pull up the timesheet, as 
illustrated in the following screen shot. 



 

Exhibit I – Sample Agency PeopleFluent Training Guide 27 

Approve the Timesheet 
The approval (or rejection) of a timesheet is highlighted in the following screen shot. 

 

If you reject the timesheet, the candidate will be notified via another Peoplefluent email and will 
have the opportunity to resubmit a corrected timesheet for approval.  This process will continue 
until the timesheet is approved. 

If it is determined that a timesheet was submitted in error after it was approved, an amendment 
can be done to the timesheet.  However, only the CAI Administrator can create an amendment.  
Please note: You will need to approve the amendment just as you would the regular timesheet. 
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APPROVING AN EXPENSE REPORT 
Like timesheets, any engagement-related expenses that the Commonwealth has agreed to 
reimburse must be approved by the Agency Hiring Manager through Peoplefluent.  Please note: 
Expenses should only be approved if the candidate’s PO includes a line item specifically for such 
reimbursements. 

If an expense report has been submitted for your approval, you’ll receive email notification from 
Peoplefluent.  Within the email, you may click a link that will take you directly to the expense 
report that is pending your approval.  You may also access all expense reports that require your 
approval by navigating through Peoplefluent in the following manner. 

Go to the Expense Report Summary Page 
You can access this screen via the Home Page, as illustrated in the following screen shot. 

Access the Expense Report 
Once you’ve accessed the Expense Report Summary Page, you can pull up the expense 
report, as illustrated in the following screen shot. 
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Approve the Expense Report 
The approval (or rejection) of an expense report is highlighted in the following screen shot. 

Expenses should only be approved if they have provided complete information, and have 
attached receipts for all expenses requiring such documentation.  If you are not sure which 
expenses should include receipts, please feel free to contact your CAI Account Manager. 

If you reject the expense report, the candidate will need to resubmit.  If you discover an error 
on the expense report after you have already approved it, please contact the CAI Account 
Manager or the CAI-managed help desk.  The CAI team will then ensure that it is corrected. 
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EVALUATING A CANDIDATE 
For each candidate you have engaged under the contract, you will also receive an email request 
to complete an engagement evaluation form.  Evaluation requests will be made after first thirty 
(30) days, six (6) months, and one (1) year.  The evaluations are not required but highly 
recommended as they will be available for future reference. 

If you receive a Peoplefluent email request, simply click on the link within the notification and fill 
in the fields as instructed in the last screen shot in this section.  Or, if you decide to do an 
“unscheduled” evaluation, you can access the form by completing the steps detailed in the next 
four screen shots and then completing it, as instructed in the last screen shot. 
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SEEKING ASSISTANCE 
You are now ready to begin using Peoplefluent to fill your Virginia IT Contingent Labor (ITCL) 
Contract hourly, T&M requisitions.  Should you need assistance, please contact CAI’s Help Desk 
at VAITCL_Help@compaid.com or 1-800-635-5138. 
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Performance Based Tiering 

Performance‐based Subcontractor Tiering includes development of key goals for assessing subcontractors based on performance and 
compliance with Service Level Agreements.  The Tiering will be focused more strategically on overall compliance issues and performance history 
placing emphasis on the number of quality candidates submitted and successful placement to agencies. 

The purpose is to: 

 Encourage and reward excellence and continuous improvement; 
 Foster improved and timely submittals; 
 Establish performance objectives, measures and expectations;  

All subcontractors will start in Tier 1 for the 60 day grace period and for a six month period following the grace period.  

During Implementation CAI will work with the State to develop performance guidelines for participating subcontractors. Those guidelines will 
include performance against SLA’s and additional quality metrics determined by the State. Sample metrics include: 

 Total Unique Candidates Forwarded within 4 day window 

 % of submitted candidates forwarded 

 % of submitted candidates resulting in  engagements 

 

In addition, quantitative measures may be considered including: 

 

 Negative terminations 

 Non‐customer initiated resignations  

 Candidates that do not show up for interviews/first day of assignment 

 Named requests 

 Presenting resumes outside of program 

 Service dependability 
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CAI will conduct Subcontractor training at the start of the performance period to educate subcontractors on the performance metrics and the 
tiering plan. 

CAI will review subcontractor performance after 60 days and produce subcontractor dashboards customized to the performance measures. 

High performing subcontractors will be promoted to Tier 1 all other subcontractors will remain in Tier 2. 

Tiering will be assessed each Quarter and changes in Tiering will be made once a year. 

 

 



ID Task Name Duration Start Finish % 
Complete

PredecessorsResource Names State Responsible State Conference Room Needed

1 Michigan MSP Implementation 210 days Mon 1/11/16 Mon 10/31/16 15%

2 Preparation 1 day Fri 2/5/16 Mon 2/8/16 100% Yes

3 Signed Participating Addendum 0 days Fri 2/5/16 Fri 2/5/16 100% CAI Operations,Michigan POC

4 CAI Staff Starts 0 days Mon 2/8/16 Mon 2/8/16 100%

5 Communications 24 days Mon 1/11/16 Fri 2/12/16 99%

6 Draft All Communications 5 days Mon 1/11/16 Fri 1/15/16 100% CAI Account Staff,CAI Implementation Manager,Michigan Steering Committee

7 Schedule Venue(s) for Intro Meetings 3 days Tue 2/2/16 Thu 2/4/16 100% CAI Account Staff,Michigan Steering CommitteeYes

8 Communications are Approved 0 days Tue 2/2/16 Tue 2/2/16 100% Michigan Steering Committee Yes

9 Send Communications/Contract Introduction Meeting 
Invites

8 days Tue 2/2/16 Fri 2/12/16 0% 8

10 Agencies 0 days Tue 2/2/16 Tue 2/2/16 0% Michigan Steering Committee Yes

11 Incumbent Suppliers 0 days Fri 2/12/16 Fri 2/12/16 0% Michigan Steering Committee Yes

12 Enrolled Suppliers 0 days Fri 2/12/16 Fri 2/12/16 0% 11 Michigan Steering Committee Yes

13 Conduct Peoplefluent/CAI Kick-Off Meeting 0.88 days Fri 2/12/16 Fri 2/12/16 0%

14 Kick-Off Meeting 2 hrs Fri 2/12/16 Fri 2/12/16 0% 12 CAI Implementation Manager,CAI Account Manager,Peoplefluent,CAI Ops Manager (Leiby)

15 Peoplefluent Initial Setup 3 hrs Fri 2/12/16 Fri 2/12/16 0% 14 CAI Ops Manager (Leiby)

16 Conduct Peoplefluent Meeting 5 hrs Fri 2/12/16 Fri 2/12/16 0% 14 CAI Implementation Manager,Peoplefluent,CAI Ops Manager (Leiby)

17

18 PreDiscovery Items 12 days Wed 2/3/16 Fri 2/19/16 99%

19 Send Michigan the Discovery Topics 0 days Thu 2/4/16 Thu 2/4/16 100% CAI Account Staff,CAI Implementation Manager

20 Reserve Vendor Contract Overview Venue 0 days Wed 2/3/16 Wed 2/3/16 0% Michigan Steering Committee Yes

21 Agency Contract Overview 10 days Fri 2/5/16 Fri 2/19/16 99%

22 Draft Agency Presentation 3 days Fri 2/5/16 Tue 2/9/16 100% CAI Account Staff

23 Michigan Review and Approval 2 days Wed 2/10/16 Thu 2/11/16 100% 22 CAI Account Staff,Michigan Steering CommitteeYes

24 Conduct Agency Contract Overview 2 hrs Thu 2/18/16 Thu 2/18/16 100% CAI Account Staff,CAI Implementation Manager Yes

25 Send CAI Vendor RSVP Communication 0 days Fri 2/19/16 Fri 2/19/16 0% CAI Account Staff,CAI Implementation Manager

26

27 Discovery  4.25 days Tue 2/16/16 Mon 2/22/16 29%

28 Define Help Desk Ticket/Issue Tracking System 8 hrs Tue 2/16/16 Tue 2/16/16 100% CAI Ops Manager (Leiby),Michigan POC

29 Define Help Desk Process - email and phone 8 hrs Wed 2/17/16 Wed 2/17/16 100% 28 CAI Ops Manager (Leiby),Michigan POC

30 Establish Help Desk 16 hrs Thu 2/18/16 Fri 2/19/16 100% 29 CAI Help Desk Staff

31 Conduct Michigan/CAI Kick-Off Meeting 3.25 days Wed 2/17/16 Mon 2/22/16 14%

32 Kick-Off Meeting Prep 4 hrs Wed 2/17/16 Wed 2/17/16 100% CAI Implementation Manager,CAI Account Manager,Peoplefluent

33 Michigan Organization and Key Contacts 1 hr Wed 2/17/16 Wed 2/17/16 0% 32 Michigan Steering Committee

34 Conduct Michigan Kick-Off Meeting 16 hrs Thu 2/18/16 Fri 2/19/16 0% 33 Michigan Steering Committee,CAI Operations

35 Discovery Day 1 0.13 days Mon 2/22/16 Mon 2/22/16 0% Yes Yes (4 hours)

36 Review Requisition Workflow - Order Process 0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 34 Michigan Steering Committee,CAI Implementation Manager,CAI Account Manager,Peoplefluent

37 Approval Process 0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 34 Michigan Steering Committee,CAI Imple

38 Review Rate Cards 0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 34 Michigan Steering Committee,CAI Imple

39 Existing Vendors for Vendor Network 0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 38 Michigan Steering Committee,CAI Imple

40 Requirement/Job Classes  0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 36 Michigan Steering Committee,CAI Imple

41 Requirement Template Information 0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 36 Michigan Steering Committee,CAI Imple

42 Users and Cost Centers 0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 36 Michigan Steering Committee,CAI Imple

43 Business Ruless 0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 36 Michigan Steering Committee,CAI Imple

44 Locations 0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 36 Michigan Steering Committee,CAI Imple

45 Current Engaged Contractors 0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 36 Michigan Steering Committee,CAI Imple

46 Discovery Day 2 0.13 days Mon 2/22/16 Mon 2/22/16 0% Yes Yes (4 hours)

47 Review Peoplefluent Site Config 1 hr Mon 2/22/16 Mon 2/22/16 0% 35 Michigan Steering Committee,CAI Imple
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ID Task Name Duration Start Finish % 
Complete

PredecessorsResource Names State Responsible State Conference Room Needed

48 Review Revised Timeline and Plans 1 hr Mon 2/22/16 Mon 2/22/16 0% 35 Michigan Steering Committee,CAI Imple

49 Complete Open Items from Day 1 0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 35 Michigan Steering Committee,CAI Imple

50 Next Steps Review 0.5 hrs Mon 2/22/16 Mon 2/22/16 0% 35 Michigan Steering Committee,CAI Imple

51 Transition Preparation 0 days Mon 2/22/16 Mon 2/22/16 0% Yes 

52 Request Agencies to Identify Transition Positions 0 hrs Mon 2/22/16 Mon 2/22/16 0% 46 CAI Implementation Manager,Michigan POC 

53 Vendor Network Interface  3 days Tue 2/16/16 Thu 2/18/16 0%

54 Amend Sub-Contractor Agreement 4 hrs Tue 2/16/16 Tue 2/16/16 0% Michigan Steering Committee,CAI Operations

55 Identify Vendors for GO-LIVE 2 days Wed 2/17/16 Thu 2/18/16 0% Michigan Steering Committee Yes 

56 Evaluate Current Vendor Information 8 hrs Wed 2/17/16 Wed 2/17/16 0% CAI Account Manager,Michigan Steering Committee

57 Complete Currrent Vendor Information 16 hrs Wed 2/17/16 Thu 2/18/16 0% CAI Account Staff

58 Draft Vendor Contract Overview Presentation 2 days Wed 2/17/16 Thu 2/18/16 0%

59 Supplier Presentation(s) 2 days Wed 2/17/16 Thu 2/18/16 0% CAI Account Staff

60 Project Management 0.13 days Fri 2/19/16 Fri 2/19/16 0%

61 Status Meeting 1 hr Fri 2/19/16 Fri 2/19/16 0% CAI Implementation Manager

62 Project Plan Updates 1 hr Fri 2/19/16 Fri 2/19/16 0% CAI Implementation Manager

63 Issue Tracking 1 hr Fri 2/19/16 Fri 2/19/16 0% CAI Implementation Manager

64

65 Intro Sessions 5 days Mon 2/22/16 Fri 2/26/16 0%

66 Finalize/Amend Job Descriptions, rates and order process 0 hrs Mon 2/22/16 Mon 2/22/16 0% 60FS+1
day

CAI Implementation Manager,CAI Ops 
Manager (Leiby),Michigan Steering 
Committee67 Peoplefluent Configuration 4 days Mon 2/22/16 Fri 2/26/16 0% 60FS+1 day CAI Ops Manager (Leiby)

68 Training Announcments 1.88 days Mon 2/22/16 Tue 2/23/16 0%

69 Vendor Training Letter 1 hr Mon 2/22/16 Mon 2/22/16 0% CAI Implementation Manager,Michigan POC

70 Agency Training Letter 1 hr Tue 2/23/16 Tue 2/23/16 0% CAI Implementation Manager,Michigan POC

71 Schedule Michigan Training Sessions 0 hrs Mon 2/22/16 Mon 2/22/16 0% 69 CAI Operations,Michigan POC Yes

72 Schedule Vendors Training Sessions 0 hrs Tue 2/23/16 Tue 2/23/16 0% 70 CAI Operations,Michigan POC Yes 

73 CAI Materials 14 days Tue 2/9/16 Fri 2/26/16 0%

74 Michigan One-pager 3 days Mon 2/22/16 Wed 2/24/16 0% CAI Operations

75 Web Portal 30 hrs Tue 2/23/16 Fri 2/26/16 0% CAI Operations

76 Marketing Materials 24 hrs Mon 2/22/16 Thu 2/25/16 0% 66 CAI Operations

77 Account Manager Book 8 hrs Mon 2/22/16 Tue 2/23/16 0% 66 CAI Operations

78 Account On-Site Staff Training 13.88 days Mon 2/8/16 Thu 2/25/16 0%

79 Peoplefluent VMS Review 3 days Tue 2/23/16 Thu 2/25/16 0% 16 CAI Account Manager,CAI Account Staff,CAI Operations

80 Develop Agency and Vendor Information Packets 12 days Thu 2/11/16 Fri 2/26/16 0%

81 Job Descriptions 4 hrs Tue 2/23/16 Tue 2/23/16 0% CAI Implementation Manager,Michigan POC

82 Rate Cards (Vendor Rates Only) 4 hrs Tue 2/23/16 Tue 2/23/16 0% CAI Implementation Manager,Michigan POC

83 Order Process 2 hrs Tue 2/23/16 Tue 2/23/16 0% 82 CAI Implementation Manager,Michigan POC

84 Org Chart 1 hr Tue 2/23/16 Tue 2/23/16 0% 83 CAI Implementation Manager,Michigan POC

85 Account Manager Assignments 4 hrs Tue 2/23/16 Wed 2/24/16 0% 84 CAI Implementation Manager

86 Escalatiion Procedures 2 hrs Wed 2/24/16 Wed 2/24/16 0% 85 CAI Implementation Manager,Michigan POC

87 Develop Training Material 40 hrs Mon 2/22/16 Fri 2/26/16 0% CAI Operations,CAI Ops Manager (Leiby)

88 Schedule Agency Training  1 day Fri 2/26/16 Fri 2/26/16 0% Michigan POC

89 Transition Preparation 4 days Mon 2/22/16 Thu 2/25/16 0%

90 Begin Meeting with Agencies to Discuss Transition 
Positions

0 days Mon 2/22/16 Mon 2/22/16 0% CAI Account Staff Yes

91 Identify Priority/Critical Vendors 4 days Mon 2/22/16 Thu 2/25/16 0% 90 Michigan POC Yes

92 Project Management 11 days Fri 2/12/16 Fri 2/26/16 0%

93 Status Meeting 1 hr Fri 2/26/16 Fri 2/26/16 0% CAI Implementation Manager

94 Project Plan Updates 1 hr Fri 2/26/16 Fri 2/26/16 0% CAI Implementation Manager
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95 Issue Tracking 1 hr Fri 2/26/16 Fri 2/26/16 0% CAI Implementation Manager

96

97 Peoplefluent Setup 5 days Mon 2/29/16 Fri 3/4/16 0%

98 Account Staff Training Continued 3.5 days Tue 3/1/16 Fri 3/4/16 0%

99 Distribute Materials Acquired to Date 4 hrs Wed 3/2/16 Wed 3/2/16 0% 79,108 CAI Implementation Manager

100 Conduct Account Staff Training 2 days Wed 3/2/16 Fri 3/4/16 0% 99 CAI Account Manager,CAI Implementation Manager  

101 Peoplefluent Demo Site VMS Setup 2 days Tue 3/1/16 Wed 3/2/16 0%

102 Organization Creation 1 hr Tue 3/1/16 Tue 3/1/16 0% Peoplefluent

103 Region Creation 3 hrs Tue 3/1/16 Tue 3/1/16 0% 102 Peoplefluent

104 Client Configuration 1 hr Tue 3/1/16 Tue 3/1/16 0% 103 Peoplefluent

105 Michigan Review of Peoplefluent 16 hrs Tue 3/1/16 Wed 3/2/16 0%

106 Approve Demo VMS Environment 0 hrs Wed 3/2/16 Wed 3/2/16 0% CAI Account Manager,Michigan Steering CommitteeYes

107 Conduct Contract Introduction Meetings 1 day Tue 3/1/16 Tue 3/1/16 0%

108 Supplier Meetings 1 day Tue 3/1/16 Tue 3/1/16 0% Michigan POC,CAI Implementation Manager Yes (1.5 hours per session)

109 CAI Accounting Interfaces 3.75 days Tue 3/1/16 Fri 3/4/16 0%

110 BEPA Full Run - Peoplefluent Thru Invoice 30 hrs Tue 3/1/16 Fri 3/4/16 0% CAI Account Staff

111 Michigan Invoice Approval Meeting 4 hrs Wed 3/2/16 Wed 3/2/16 0% Michigan Steering Committee,CAI Account ManagerYes

112 Transition Discussions 4 days Tue 3/1/16 Fri 3/4/16 0%

113 Agency Lists of Resources 16 hrs Thu 3/3/16 Fri 3/4/16 0% Michigan Steering Committee,CAI OperationsYes

114 CAI Reviews PO List by Date 16 hrs Thu 3/3/16 Fri 3/4/16 0% CAI Account Manager,CAI Operations,Michigan POC

115 Develop Training Material 40 hrs Mon 2/29/16 Fri 3/4/16 0% CAI Operations,CAI Ops Manager (Leiby)

116 Project Management 5 days Mon 2/29/16 Fri 3/4/16 0%

117 Status Meeting 1 hr Fri 3/4/16 Fri 3/4/16 0% CAI Implementation Manager

118 Project Plan Updates 1 hr Fri 3/4/16 Fri 3/4/16 0% CAI Implementation Manager

119 Issue Tracking 1 hr Fri 3/4/16 Fri 3/4/16 0% CAI Implementation Manager

120

121 Michigan Processes and Early Transition Discussions 5 days Mon 3/7/16 Fri 3/11/16 0%

122 Vendor Network Interface Continued 0.5 days Mon 3/7/16 Mon 3/7/16 0%

123 Develop Process for Quarterly Vendor Updates 4 hrs Mon 3/7/16 Mon 3/7/16 0% 115 CAI Account Manager

124 Peoplefluent VMS Training 2.5 days Mon 3/7/16 Wed 3/9/16 0%

125 Peoplefluent Production Site VMS Setup 5 days Mon 3/7/16 Fri 3/11/16 0%

126 VMS Org Shell and Privotal Form Setup Form.doc 2 hrs Wed 3/9/16 Wed 3/9/16 0% 106 Peoplefluent,CAI Operations

127 VMS Vendor Implementation Workbook.xls 40 hrs Mon 3/7/16 Fri 3/11/16 0% 106 Peoplefluent,CAI Operations

128 VMS Implementation Config Workbook.xls 4 hrs Wed 3/9/16 Wed 3/9/16 0% 106 Peoplefluent,CAI Operations

129 VMS email Configuration Worksheet.xls 4 hrs Wed 3/9/16 Wed 3/9/16 0% 106 Peoplefluent,CAI Operations

130 VMS Data Collection Workbook.xls 40 hrs Mon 3/7/16 Fri 3/11/16 0% 106 Peoplefluent,CAI Operations

131 Create Vendor Organizations 8 hrs Mon 3/7/16 Mon 3/7/16 0% Peoplefluent,CAI Operations

132 Configure Vendor Organizations 20 hrs Tue 3/8/16 Thu 3/10/16 0% 131 Peoplefluent,CAI Operations

133 Develop Job Description Templates 10 hrs Mon 3/7/16 Tue 3/8/16 0% Peoplefluent,CAI Ops Manager (Leiby)

134 Load email Configurations 8 hrs Mon 3/7/16 Mon 3/7/16 0% Peoplefluent

135 QA Configuration/Data 8 hrs Mon 3/7/16 Mon 3/7/16 0% Michigan Steering Committee,CAI Operations,CAI Account Staff,CAI Account Manager,Peoplefluent

136 Michigan Process Development 1.5 days Wed 3/9/16 Thu 3/10/16 0%

137 Security/Background Checks 4 hrs Wed 3/9/16 Wed 3/9/16 0% 106 CAI Account Manager

138 Order Process Exceptions 4 hrs Wed 3/9/16 Wed 3/9/16 0% 106 Michigan Steering Committee

139 Adding Job Description/Category 4 hrs Wed 3/9/16 Wed 3/9/16 0% 138 Michigan Steering Committee

140 Final Approval Checklist 4 hrs Thu 3/10/16 Thu 3/10/16 0% 139 Michigan Steering Committee

141 Candidate Contact Checklist 4 hrs Thu 3/10/16 Thu 3/10/16 0% 139 CAI Account Staff

S S M
Jan 10

Task

Split

Milestone

Summary

Project Summary

External Tasks

External Milestone

Inactive Task

Inactive Task

Inactive Milestone

Inactive Summary

Manual Task

Duration-only

Manual Summary Rollup

Manual Summary

Start-only

Finish-only

Progress

Deadline

Page 3

Project: Exhibit K Michigan MSP Imple
Date: Tue 2/16/16



ID Task Name Duration Start Finish % 
Complete

PredecessorsResource Names State Responsible State Conference Room Needed

142 Training Prep 1 day Mon 3/7/16 Mon 3/7/16 0%

143 Print Training Materials 1 day Mon 3/7/16 Mon 3/7/16 0% CAI Operations

144 Transition Prep and Outreach 5 days Mon 3/7/16 Fri 3/11/16 0%

145 Contact Priority/Critical Vendors 5 days Mon 3/7/16 Fri 3/11/16 0% CAI Account Staff

146 Conduct Vendor Workshop 1 day Fri 3/11/16 Fri 3/11/16 0% CAI Account Staff Yes (All Day) - Auditorium

147 Develop Contingency Plans for Non-Participating 
Vendors

3 days Wed 3/9/16 Fri 3/11/16 0% CAI Account Staff Yes

148 Project Management 5 days Mon 3/7/16 Fri 3/11/16 0%

149 Status Meeting 1 hr Fri 3/11/16 Fri 3/11/16 0% CAI Implementation Manager

150 Project Plan Updates 1 hr Fri 3/11/16 Fri 3/11/16 0% CAI Implementation Manager

151 Issue Tracking 1 hr Fri 3/11/16 Fri 3/11/16 0% CAI Implementation Manager

152

153 Training / Site Approval 4 days Tue 3/15/16 Fri 3/18/16 0%

154 Peoplefluent VMS Training 3 days Tue 3/15/16 Thu 3/17/16 0%

155 Agency Training Sessions 1 day Tue 3/15/16 Tue 3/15/16 0%

156 Michigan VMS Training Session 1  4 hrs Tue 3/15/16 Tue 3/15/16 0% 148FS+1 day CAI Operations,CAI Ops Manager (Leiby),Michigan Hiring ManagersYes (All Day) - Auditorium

157 Michigan VMS Training Session 2 4 hrs Tue 3/15/16 Tue 3/15/16 0% 156 CAI Operations,CAI Ops Manager (Leiby),Michigan Hiring ManagersYes (All Day) - Auditorium

158 Vendor VMS Training Sessions 2 days Wed 3/16/16 Thu 3/17/16 0%

159 Vendor VMS Training Session 1 1 2 hrs Wed 3/16/16 Wed 3/16/16 0% CAI Account Manager,CAI Ops Manager (Leiby),CAI Operations Yes (All Day) - Auditorium

160 Vendor VMS Training Session 1 2 2 hrs Wed 3/16/16 Wed 3/16/16 0% 159 CAI Account Manager,CAI Ops Manager (Leiby),CAI Operations Yes (All Day) - Auditorium

161 Vendor VMS Training Session 2 1 2 hrs Wed 3/16/16 Wed 3/16/16 0% 160 CAI Account Manager,CAI Ops Manager (Leiby),CAI Operations Yes (All Day) - Auditorium

162 Vendor VMS Training Session 2 2 2 hrs Wed 3/16/16 Wed 3/16/16 0% 161 CAI Account Manager,CAI Ops Manager (Leiby),CAI Operations Yes (All Day) - Auditorium

163 Web Cast of Vendor Training Session 2 hrs Thu 3/17/16 Thu 3/17/16 0% 162 CAI Ops Manager (Leiby),CAI Operations

164 Production Review and Sign Off 2 days Thu 3/17/16 Fri 3/18/16 0%

165 Final Review and Approval of Production Site 4 hrs Thu 3/17/16 Thu 3/17/16 0% Michigan Steering Committee,CAI Operations,CAI Account Manager,CAI Account Staff,PeoplefluentYes

166 Approve Process Documents 4 hrs Thu 3/17/16 Thu 3/17/16 0% CAI Account Manager,Michigan Steering Committee

167 Distribute Vendor Processes and Procedures 8 hrs Thu 3/17/16 Fri 3/18/16 0% 166 CAI Implementation Manager,Michigan POC

168 Distribute Michigan Processes and Procedures 4 hrs Fri 3/18/16 Fri 3/18/16 0% 167 CAI Implementation Manager,Michigan POC

169 Project Management 1 day Fri 3/18/16 Fri 3/18/16 0%

170 Status Meeting 1 hr Fri 3/18/16 Fri 3/18/16 0% CAI Implementation Manager

171 Project Plan Updates 1 hr Fri 3/18/16 Fri 3/18/16 0% CAI Implementation Manager

172 Issue Tracking 1 hr Fri 3/18/16 Fri 3/18/16 0% CAI Implementation Manager

173

174 Go Live 0.25 days Mon 3/21/16 Mon 3/21/16 0%

175 Production Ready 0.25 days Mon 3/21/16 Mon 3/21/16 0%

176 Send Login Notificatiions 2 hrs Mon 3/21/16 Mon 3/21/16 0% CAI Operations

177 GO LIVE 0 hrs Mon 3/21/16 Mon 3/21/16 0% 176

178

179 New Requisitions Begin 0 days Mon 4/4/16 Mon 4/4/16 0% CAI Account Staff,Michigan Hiring ManagersYes

180 Transition of all Postitions to New Contract - Completed 0 days Mon 10/31/16 Mon 10/31/16 0% CAI Account Staff,Michigan Hiring ManagersYes

S S M
Jan 10

Task

Split

Milestone

Summary

Project Summary

External Tasks

External Milestone

Inactive Task

Inactive Task

Inactive Milestone

Inactive Summary

Manual Task

Duration-only

Manual Summary Rollup

Manual Summary

Start-only

Finish-only

Progress

Deadline

Page 4

Project: Exhibit K Michigan MSP Imple
Date: Tue 2/16/16



 Exhibit L: Key Personnel 
  
         
  
 

Computer Aid, Inc.   1 
   

Exhibit L: Contractor Key Personnel 

Implementation	Project	Manager:	Mike	Park	
Mike Park will serve as the Implementation Project Manager for the State of Michigan program. Mike has 18 years of experience as 
a Transition Manager and served as our Implementation Manager for the New Jersey, Iowa, Ohio, Virginia, Arkansas and North 
Carolina MSP implementations. 

Contract	Manager:	Ellen	Sigl	
Ellen Sigl will be the Contract Manager for the State of Michigan.  Ellen has been in a leadership role in our MSP Practice for 11 
years.  She has 18 years of IT experience and has been managing and overseeing our many MSP accounts.  She is intimately 
familiar with the successful policies implemented under our MSP contracts and provides executive oversight to all of the Account 
Management teams.  She has been certified by Staffing Industry Analysts as a Certified Contingent Workforce Professional (CCWP). 

Account	Managers	(2):	TBD	
CAI will maintain an on-site Account Management team, made up of two individuals. These individuals will be hired during the first 
quarter of contract award and they will work on site in Lansing Michigan.  
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